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Introduction

The HHSDC has provided a VM Service Offering for almost twenty years. This service offering included
a platform for interactive applications such as the Customer Service System (CSS). In recent years,
however, the demand for VM services has declined to the point where it is no longer cost effective. The
VM system was decommissioned 6/30/03, and a new interim CSS Web application was created. The
new interim CSS Web application was designed to minimize customer impact and mirror the current
CSS. Any changes between the applications are due to the difference in the two environments.

The CSS is an integral part of our process to provide services to our internal and external customers and
provide a mechanism to better control our cost center expenditures.

Many departments/divisions use the CSS specific to their area. Therefore, these instructions should not
replace any departmental procedures. These instructions are not all inclusive of what the complete
application contains. However, it is meant to help the user understand the basics of how the interim Web
application differs from that of VM.

Getting Started from the Customer Side

In order to start using the CSS web, there are two CSS roles need to be defined within your organization.
The two roles are the Customer Request Coordinator role and the Authorizer role. All of the other roles
within CSS are considered optional. In order to establish the Customer Request Coordinator and
Authorizer role, a request for a user id needs to be submitted along with a description of what role you
would like. This description can be placed in the comments field of the request for a user id form. If you
are requesting the Authorization role, you will also need to fill out, sign, and fax or mail the CSS
Authorization form to Customer Services. You will be notified once you receive your requested role. The
Authorization form may be downloaded at:

http://lintranet.cahwnet.qov/overview/cr/custquide/custquide.htm

under CSS Authorization form in the Customer Guide.
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Accessing CSS Web

Accessible on the Internet, the CSS Web application may be launched by pointing your browser to the
following URL: https://cssweb.hhsdc.ca.gov

After accessing this link, the CSS Web Welcome screen will display as seen below.

3 HHSDC Customer Service System - HHSDC Internet Explorer = | Ellﬂ
File Edit Wiew Favorites Tools  Help ﬁ
back - = - &) i | @search  GFavorites @fMedia &% | B S &

Address I@j https:jcssweb hhsde.ca.gav/ j @G | Links

California Home Mal =l

" s
- - r E

wienee Californiadh

HHSDC Public Site California Health & Human

HHSDC Intranet Services Agency Data Center

Main Menu Customer Service System

Hel, s A

Hi=l Welcome to the Customer Service System Web Site

Tools

Logoff Thiz web site iz an interim design to help faciitste the replacement of the exisiting

CE3 system on ¥M. This service is provided by the Health and Human Services

HOTE: Data converted Data Center (HHSDC).

from ¥M only includes

Request Humbers 1 thru To gain access you must obtsin 5 user account. You may request an account from

54599 at this time. the CS5 web administrator.

Bug Report status Login Learm kore

updates can be viewed

by clicking on the link on

the Main Menu. Test

Posran O SARA03 92300 P4

Back to Top of Page |

& E # Internet 4

If you do not have a CSS Web account, click on the link for the CSS Web Administrator (see next page
for further instructions).
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The below screen will open a request for a new user account.
o Fill in the appropriate information in the required fields.
o When complete, click the Submit Request button.

3 CssWeb - User Login Request - HHSDC Internet Explorer - IEllzl
File Edit ‘iew Favorites Tools  Help ﬁ
Back ~ = - (@ at | @hsearch  [FFavorites EMedia ¢4 | B S 2
Address I@ https:ffcssweb,hhsde.ca.gov/logonaccess_request.asp

California Home
LT e
- - 4 % 1
veeren Californiadl s L
Evfiegy 2 Y
ALl e L0 California Health & Human
HHSDC Intranet Services Agency Data Center
Main Menu CssWeb - User Login Request
Help ; - ; . .
To request access to the HHSDC CesWeb site pleaze fillin and submit the requested information below.
Tools
Logoff First Mame:* I
HOTE: Data converted Last Mame:* |
from ¥M only includes
Request Humbers 1 thru Organization:* IABC -DEPT OF ALCOHOLIC BEVERAGE CONTROL LI
54899 at this time. :
Email:* |
Bug Report status Wark Phone:* | Ext:
updates can be viewed
by clicking on the link on Department: |
the Main Menu. Test
FOSAL OFF: SN 3: 23:00 A Position: |
Fau: | Ext: |
ATSS: | Ext |
Calet: [ Ext: |
Ay Additional -
comments or _I
information: ;I -
Submit Reguest * Required
=
[&) pene l_ I_ ré_ [ nternet 4

It will take no more than one business day to complete your request for a user code and password. The
CSS Web Administrator will notify you by email of your user code and password when your account has
been activated. If you have not received notification within one day, please call (916) 739-7225 for
assistance.
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Logging In

The screen below will display next.
o Enter your User Code and Password.
o Click the Login button. If you do not have a user account, you may request one from this screen
as well as from the main log on page (see page 2).

e Forgotten your user code or password? You may request a reminder by clicking on the Forgot
my Logon/Password. An email will be sent to your email address with the correct information.

3 Customer Service System - Main Menu - HHSDC Internet Explorer _ ||:||i|

File Edit Wiew Favorites Tools  Help i
{=Back -~ = - @ i | @586[‘('1 [Ze] Favorites @Media @ | I%- =¥ | &

Address IE:] https: ficssweb, hbsde,ca,govicssmain, asp

California Home
‘I'.l
e

wemeo Californiafy’

HHSOC Public Site California Health & Human

HHSDC Intranet Services Agency Data Center
Main Menu Customer Service System - Main Menu
Help

Tools Login

Logoft UserCode: I
HOTE: Data converted b " I—
from ¥M only includes asSWord:

Request Humbers 1 thru -Lngin
54899 at this time.

Bug Report status Faorgat My LogoniPassward |
updates can be viewed
by clicking on the link on

the Main Menu. Test Recuest a User Account |
POsCan Gt SN 3: 2300 PR

Back to Top of Padge

[&] pone l_ l_ E [ Internet

a L
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If this is the first time you have logged in to the system, the below screen will open. You must complete
the required fields in the screen that opens before you can move forward in the system.

4} CssWeb - User Account Information - HHSDC Internet Explorer

File Edt Wew Favorites Tools Help

FBack ~ = - @ a4 | @Search [5] Favaites @Media @ ‘ %v S &

Address Iﬁj https:/fcssweb.hhsde ca.gov/logonjMyLoginlser . asprrectype=Edit

California Home

weneo Californiafds

AL Pl dis California Health & Human
HHSDC Intranet Services Agency Data Center o
Main Menu CssWeh - User Account Information

Help
User Code: ebenis

Tools User Mame: Benig, Elaine

Logoff Pazzwword I"“"“‘“‘“"" Required

HOTE: Data converted
from YM only includes
Request Humbers 1 thru Organization: DUT

SAtthislime, Department: [Self Help
Bug Report status Posttion: IThe irl

updates can be viewed

Email. Iebenls@dut.ca.gnv Reguired

by clicking on the link on Wark Phane: |(91 51 535-4444 Ext: I required
the Main Menu. Test
Poscar O SN 3. 23:00 P Fax I Ext: I
atss | Ext: |
caltiet: | Ext: |
Pager: I Instructions Y MIC) I
=]
Adlitional Info: —
E
Expiration Date: Mewver
E
[&] pone ’_ ’_ E [ tnternet 4

This screen will request information such as the user phone number, email, etc. Once this screen is
completed, it will no longer automatically appear. However, a user can update their information by
requesting the screen from the Tools link located on the left-hand side menu.

The below screen will pop up when you click the Update button verifying changes you have made to
your profile. Click on Main Menu from the menu on the left to advance in the system.

R Cssweb - ser Arcount Information - HISOC Internet Euplorer =101x]

Fle Edt Vew Fowortes Took  Helo
St - > - D 1 Q| Do Groies @ 3| S W H DA

Adkress [ ) htps: st bhsde. cagorvfingondHyt ogiiser asp rectypeeEdt

) »

weneo Californiady s
HHS0C Publis S California Health & Human
HHSDE Iotvanct. Services Agency Data Center
Wi Mo Cesieb - User Account Information
st by

cur o J—

Toals updated
(X0
WOTE: Dsta conwertbed
Trom WM only
Hequest Humbers 1 thiu
54899 o this time.
s Repart
updates can be wewed
Iy clicking on the Bk on
v Main Mo, Tost
Pomind O R0 32000 P

# i ie§

5ok 13 100 00 =
& oo [T [ [ et =
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Once you have successfully logged in to the system, the following screen will appear. Select a function.

a Customer Service System - Main Menu - HHSDC Internet Explorer - ||:||1|

File Edit Wew Favorites Tools Help ﬁ
&Back + = - (@ ) | @Qzearch [GFavorites @0Media ¢4 | B-S 2

Address I@ https:{fcssweb,hhsdc.ca, govfcssmain, asp

California Home

S Cuin S California Health & Human

HHSDC Intranet Services Agency Data Center

Main Menu Customer Service System - Main Menu

Help Health and Human Services Data Center
Tools Customer Service System - Main Menu
Logoff

HOTE: Data converted Customer Recuest

from ¥M only includes Bug Reports and status report
Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on

the Main Menu. Test
Posrad Ot SN 3 23:00 O

Back to Top of Page

[&) ’_ l_ ré_ [ mternet

N

Note: the application will time-out and require you to log on again with 15 minutes of inactivity.
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This screen will appear next if the Customer Request function was selected.

/ Customer Service System - Request Menu - HHSDC Internet Explorer =18 x|
J Fie Edt ‘Wew Favortes Tools Help ]
| - Q 2 73] Qo e Gy [ 3

JnddressI@http:;‘jcssweh‘hhsdc.ca.gov:BDBZicssrequestmenU.asp j ﬁGo “Lmks

California Home

HHSDC Intranet

Main Menu

el

B

Tools

joff

d

Test database version
‘Postyd Crr: M2 10:23.00 A4

Casieh version 0.80.1

HHSOC Public Site California Health & Human

Services Agency Data Center

Customer Service System - Request Menu

Health and Human Services Data Center
Customer Service System - Request Menu

Prepare Reguest
Wk with Existing Recuest
Template Mairtenance

Biack o Tap of Page

]

(3]

fo|| 4 EOEEEEE DY »

C:\TEMP\CSS Web Users Manual.doc

|O Internet

| EHHSDCDe\..] Inbox-Mic..‘l U:\Custom”.l Wcasieb .. ||@custumer... |<BI:N HEGRE sz
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If you click Template Maintenance, it will bring you to the screen below.

a Customer Service System - Route Slip Maintenance - HHSDC Internet Explorer Jilﬂ

JFi\e Edt Wiew Favortes Todls  Help

J PBack v = - @ ﬁ | @Search @Favorites @History ||%v @ v

Jnddress Ia http:fjcssweb, hhsdc.ca.goviB082 csstouteslipmaint. asp? TempiMode=template j ﬁGD “Lmks

California Home

VG b i California Health & Human
Services Agency Data Center

— 1
o

HHSDC Intranet

Main Menu Customer Service System - Route Slip Maintenance
Request Menu Health and Human Services Data Center
Help Customer Service System - Route Slip Maintenance
Tools
Loqoff

Test database version % i
Pt O K22 0250 4 Enter Template Name to Add utharizel

Casieh version 0.80.1 R

Select template to be wsed or modified
Available Templates
Natemplates on file

Biack o Top of Page j
@] pone U g temet
i start j HE @ G »] [Hsoc De\..‘l IanX-Mic..‘l U:lCustDmH.l s b ... ||@custumer,,_ |<ﬂ§]}N HHTRE sam
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The screen below allows you to fill in the appropriate information for your new template.

a Customer Service System - Route Slip Maintenance - HHSDC Internet Explorer

J File Edt Wew Faworites Tools Help i
J {PBack » = - @ ﬁ | @Search @Favorites @H\story ||%v @ v

JAddress I@ http:fcssweb hhsde, ca govi8082/cssrouteslipmaint. asp? TempMode=template j @Go “Links

California Home

ML S California Health & Human
HHSOC Intranet Services Agency Data Center

9w
Main Menu

Request Menu

Customer Service System - Route Slip

Health and Human Services Data Center
| Customer Service System - Route Slip Maintenance

.
;B

0ls

&

Test database version Route Slip for Template: Authorizer
Pastud on: AN 12500 A0 Save as Template:

Caaleh version 0.80.1

gCostanz 1 Authorizer j 2

IzetCade D ey Rale TurniDays Perzon's Name

Save Exit

Biack to Ton of Pane j
& [ ] | intemet
Hstart | | 7] & @) || Erec..| Do .| Buics:.| Bcsve..|[Ecusto.. JONHSBEO susan
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When you click the add button, the following screen will appear.

/4 Customer Service System - Route Slip Maintenance - HHSDC Internet Explorer

JF\\e Edit View Favorites Took Help

J {Qback v = - @ ﬁ | @Search @Favor\tes @History |%v . v

JAddress I@ httpeffcssweb hhsde,ca, govi 8082 cssrauteslipmaint asp j @Go HL\nks

California Home

9 M

RRSTRARN N California Health & Human
HHSOC Intranet Services Agency Data Center

Main Menu Customer Service System - Route Slip Maintenance

Request Menu

Seques Yo Health and Human Services Data Center
Help Customer Service System - Route 5lip Maintenance
Tools
Logoff
Test database version Route Slip for Template: Authorizer

Posrac O R22003 102300 A Saveas Temp\ate ‘

Casliveh version 0.80.1

— 1 =

IserCode ID feq Role TurniDays  Person's Name
peostanz WITH 5 eorge Costanza De\ete

ﬂl Bt

Biack to Top of Page ﬂ
@] Done [ [ | meemet
fiom] 4 € ® | e, Foio-.| Hvicst| Blosvs.[Eowte. YONZS8E0 csm
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Once the template has been saved, this screen will appear.

a Customer Service System - Route Slip Maintenance - HHSDC Internet Explorer

=18 x|
JF\\e Edit View Favorites Took Help

J {Qback v = - @ ﬁ | @Search @Favor\tes @History |%v @ v

JAddress I@ http:ffcssweb hhsdc.ca.gov:B082 cssrockeslipmaint asp?TemplMode=template j @Go HL\nks

California Home

HHSDC Public Site California Health & Human

HHSDE Intranet Services Agency Data Center
Main Menu Customer Service System - Route Slip Maintenance
Reques Men Health and Human Services Data Center
Help. Customer Service System - Route 5lip Maintenance
Tools
Logoff
l;ﬁ,g}m;i:ﬂ: Erter Tempiate hame ta Add:l— Add
Casliveh version 0.80.1

OR
Select template to be used or modified

Delete | Eclt| Authorizer

Available Templates

Biack to Top of Page ﬂ
@] Done [ [ | meemet
dstart| | ] & @3] ”| Wrisocoe..| [isbor- .| uaston..| Blcs veb... [Ecwstomer.. [(EANYESRE wsem

In order to get back to the work with existing request, you will need to click main menu,
customer request, and then work with existing request.
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Work with Existing Request

If you need to work with an existing request, there are several ways to search for requests that have

previously been submitted.

e Search for a request by entering the request number in the Request Number field and click the

Search button.
Select your department from the drop down list and click Search.

o Type “me” in the User ID field and then click Search, this will bring up all of the requests that you

are currently working on.

o Enter the appropriate information into any of the fields and click Search. You may sort by any

combination of these fields.

e In order to customize your search, you will need to click the format and sort options.

Any one of the above selections will open a new window with all of the existing requests for your
particular search.

3 Customer Request System - Search Request - HHSDC Internat Explorer i ;Iilil

J File Edt Yiew Favorites Tools Help o
J HBack ~ = - @ ﬁ ‘ @Search @Favorites @H\story ||%' . 2

| Bedress [ Fttps: jesswen thscr.ca gowlesssearch.asp | Pe Hunks
TETTTL TS MyeTTC § Do T T “—;l
Main Menu Customer Regquest System - Search Request DA,
Request Menu
CUSTOMER REQUEST SYSTEM
Search Menu Search Menu
Format Options
Sort Options
Hell Recuest Number THRU
Customer Organization =
Tools o J
Request Status
Logoff Thie
Accourt Code

CssWeb Production

Purchase Order humber
Hew features:
search output
formatisort, Customer Keyweard
new search options: Title
& Account Code.

Customer Recuest Number

THRU
THRU

Service Project Number

MPDSMaice Sery Cat
Bug Report status
updates can be viewed ser D
by clicking on one of the
two links from the Main Assignment Due Date (Due on o before.)
Menu
Posrad O SN 2-20:00 P Creation Date THRU
Casllien version 0.80.1 Submisgion Date THRU — ]

Est. Available Date (Avail onor before..)

Act. Available Dete

THRLU
d =
Closure Date THRU
/ 7 @ Mark o include requests in CLOSED and CANCEL status I

Qutput Format/Sort Selection
Usze Output Format: |Sys15m Default ﬂ Using Sort: |Sys19m Default ﬂ

AR

Search

€] ore [ rg‘@ Internet
i#l start H & @ &) || Etrsocpelivere., | Bcss web Lsers...| Ejpocunertz- ... || & customer ke [ EINMSBBE  ausem

[
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In order to format your search, click format options.

This will bring you to the page below.

ustomer Service System - Search Format Menu - HHSDC Internet Explorer -8 il
J Flle Edt View Favorites Tools Help i
J {EBack + = - @ @ ‘ @Saerch @Favnrikas €3Histnry | %v
J Address I@ https:f/cssweb,hhsde ca,gov/csssearchformat, asp j 6>Gu H Links
El
Help
Tools
Save criteria a3
Logoff
Use this format criteria as my defautt format [}
Ceswieb Production Display search resuts wihout the navigation template [
(klark screen for wider repor, but no menu options)
Hew features:
search output
format/sort, Assign a sequence number to the fields you wish to see (1=far left, etc.)
new search options: Title  geq  Field Len Seq  Field Len
& Account Code.
it Regy. Mo 3 NPDS Cost Center 3
Bug Report status

[ CdeRen. reated
" Resuestme I
l— Reqy. Status 8
l_ Requestor 30
l_ Reguestor Phone 14
[ custotunberts) 3
l_ Cust. Org. &cronym &

lﬁ‘— Service Units 10
l_ Reazon Cert not Reg 18
l— Authorization Type 8
l_ Date Approved &
l_ Requested Completion Ot 10
[T Do Req Submited
l_ Aggignmert Due Date 9

updates can be viewed
by clicking on one of the
two links from the Main

Menu
POSTAY O SR 2:3000 A

Caslleb version .80.1

Accourt m

Buciget At
Cust. Reg. Mo,

Estimated Avail. Date 9

Estimated Cost
Actual Cost

l_ Customer Keyward(s) 26
l— Serv. Proj. Mo 15
[ sevpommenrs
[ weoswvoice servcat 9

l_ Source of Funds 8
[ service Leader 8
[ scumsviose 9 -
[T vte Gosea 9

H

& [ '8 | rtemet

Htart| | 1) @€ @ 3y | Erheocosiere..| @)css e sers...| Bloonnent2 b |[Elcustomer ser. [GEINMSBBE  srem
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Click sort options and it will bring you to this screen.

stomer Service System - Search Sort Menu - HHSDC Internet Explorer

B

JFMe Edt View Fawortes Tools Help

J {EBack + = - @ @ ‘ @Saerch @Favnrikas €3Histnry | %v . -
Jnddress I@ https:f/cssweb,hhsde ca,gov/sssearchsort, asp j 6>Gu HLinks
uCILLN L LUSIOMET 3EIVICE dYSIEM - SEarcn d0It Menu
Request Menu
Search Menu

Format Options

Sort Optionsg Load critetia named. |New | Load

Help
Tools
Save criteria as:
Logoff
Use this sort critera as my default sort O
CeeWeb Production Sort (1= major, 2= intermediate, 3= minor)
Hew features: Request humber
search output
format/sort, (Custamer) Org. Acronym
new search options: Title
& Account Code. Current Request Status
Bug Report status Date Submitted (Service Started)

updates can be viewed
by clicking on one of the
two links from the Main

Menu
POSTAY O SR 2:3000 A

Customer Reguest Number
Service Project Number
Requested Completion Date
Casieb version 0.801 Estimated Avalibty Dete
Date Closed

Service Leader

Account

Assignment Due Date

MPDSMoice Service Category
HPDS Cost Center

Actual Availahiity Date

| E
e

& 2 & &) ”“SRUP‘.‘ o, | muic.. | ®ess .. l@cT [pivo...| oo, | [FEINHSBGE 1150 an

AOaodornonoaAnons
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When you have completed and saved your customized sorts, you can use the sorts by clicking on the
use output format and using sort option. Once you have selected your output options, you can now enter
your search criteria in the fields above as you normally would. Then click the search button to see your
search results displayed in your customized format.

3 Customer Request System - Search Request - HHSDC Internet Explorer =18 ll
J File Edit View Favorites Took Help | #

J P Back ~ = - @ ﬁ | @Search @Fa\mr\tes @Hlstory | %v . -
JAddrEss I@ https:/ essweb, hhsdc. ca.gow/csssearch. asp j @Gn Hlmks
I RETIT -
Request Menu CUSTOMER REQUEST SYSTEM
Search Menu Search Menu
Format Options
Sort Options

LUSIOMET Hequest dysiem - dearcn Kequest

Reguest Mumber
el

E

Customer Organization
Tools

Reguest Status
Lonaff Tite
Accourt Code
CssWeb Production
Purchase Order Number
Hew features: Customer Recuest Mumber THRU
search output

—
wu [

ze::: :::rr'::l;:uog:nns. L Service Project Number
NPDSMoice Serv Cat
Bug Report status
updates can be viewed
by clicking on one of the
two links from the Main Assignment Dug Date

User >

(Due on or before.)

=
—
—
—
formatisort, Customer Keyword 1
—
]
—
—
—

Menu
Posred (n: AN 2:-00PU Crestion Date THRU l—
Casleh varsian 0.80.1 Submission Date: THRU l—

Est. Available Date (Awail on or before..)

THRU

Act. Available Dete | CURRENT

GaryTest
Closure Date EY WORDS THRU
Mark to include recqugnat ANCEL status O
Natale
Natale Test

Qutput Format/Solnorial

Uz Output Format: | System Default j Using Sort: |Sys19m Defautt j

[

‘a Done | |é |° Internet
#start H o & [ TlGN] ”H irbox .| Fhreoc .| Bcss ve..| Eviosso...| Bloccne. [[Ecwto. [ IINHSBBE  a40m
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Prepare Request Screen

For demonstration purposes, the Prepare Request option has been selected and the following screen
will display. Notice that some fields have drop down boxes as shown on the data field named Customer
Organization. In addition, some Yes/No fields may prompt additional fields for completion. This
functionality has been added to decrease screen space if certain data is not required. Once the required
fields are completed, select the appropriate button at the bottom of the screen.

Because of the complexity of this screen, the instructions have been split over two pages.

Note: If you do not complete the form correctly, you will receive a message in red at the top of the screen.

This message will provide you with the items necessary for completion.

3 Customer Request System - Prepare Request - HHSDC Internet Explorer

File Edit “iew Favorites Tools  Help

daBack ~ = - @) a4 | @search Garavortes @meda F | By Sl - &

Address Iﬁj https: ffcssweb . hhsde. ca.gov/csspreparerequest, asprtype=new

California Home
i M

e Californiad

A

LR SHI IR California Health & Human
HHEDC Intranet Services Agency Data Center [+ ]
Main Menu Customer Request System - Prepare Request
Helo CUSTOMER: REQUEST SYSTEM
Tools Prepare Request -- Header
Logoff Reason for no cert is recuired, o changs "CERT" value
HOTE: Data converted . .
from ¥M only includes Mumber: O Reguest Status: Mew
Request Humbers 1 thru Request Tile ISeinfeId ‘Wieh Enablement
54899 at this time. Requestor Mame |Seinfeld |M0ny
Bug Report status Requestor Phone Mumber (916) 555-4444 Extension I
updates can be viewed Custamer Crganization DUT-DEPARTMENT OF LUSER TESTING LI
by clicking on the link on Account Code FT—
the Main Menu. Test
Posrar Orr: SHGIN 3. 23:00 P Calstars? (M) ves g ™
(DOF Requests Only)
Iz Cort per SAM 45819.41 Required? (VM) voo & g |Procuremems for less than $10,000 x|
Search Keywords: |Eeinfeld ek Jioroiect

Request Lvailable Date |814.f2004 Budget Amount I $10,000.00

Do you want to enter & reason for special priority? Yes & o

Justify why this service request has specisl priotity in this field. ﬂ
-

**% HHSDC Esternal Customers Only %%

Iz thiz an irternal regquest (not being sent to HWDC)? Yes g &
Source of HADC Funds- 184 ¢ Special ©  Biling Instructions? Yes  No
Erter special funding source or biling instructions in thiz field. ﬂ

=

Customer PO(z) I I I

Customer Requisition Mumber I
Mext | Save and exit |
Exit without saving

Back to Top of Pane

';I
4] |

& [ o ®nene:

Note: Further instructions for this screen are found on following page.
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-3 Customer Request System - Prepare Request - HHSDC Internet Explorer - o] x|
File Edit “iew Favorites Tools Help ﬁ

GBack ~ = - (D 7t | Qsearch  [FFavorites GfMeda 4 | B-S - &

Address Iﬁj https:Jfcssweb. hhsde. ca.gov/esspreparerequest . asprtype=new j e | Links **
-

California Home

HHSOC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Main Menu Customer Request System - Prepare Request
HEI CUSTOMER REQUEST SYSTEM
Tools Prepare Request - Header

Logoff Reason for no cert iz reguired, or change "CERT" value
HOTE: Data converted

from M only includes Mumber: O Reguest Status: Mewe
Request Humbers 1 thru Request Tile ISeinfeId Wik Enablement
54899 at this time. Requestar Mame |Semfeld |M0ny
Bug Report status Requestor Phone Mumkber (916) 555-4444 Extension I
updates can be viewed Custamer Crganization DUT-DEPARTMENT OF USER TESTING LI
by clicking on the link on Account Code =
the Main Menu. Test
Poscar Orr: SHGAK 3. 23:00 P Calstars? (M) ves (" Ng
(DOF Reguests Only)
Is Cert per SAM 4819.41 Reduired? (YMN) op ¢ g & |Procurements for less than $10,000 =l
Search Heywords: |Seinfe|d IWeb |pr0jec,1

Request Availakls Date IBJ4.QDD4 Budget Amount I $10,000.00

Do you warl to enter a reason for special priority? Yes & N €

Justify why thiz service request has special priorty in this field. ﬂ

*** HHSDC Esternal Customers Only *+*

Iz this an irternal regquest (not being sent to HADC)? Yes g &
Source of HADC Funds- 184 ¢ Special ©  Biling Instructions? Yes  No
Erter special funding source or biling instructions in thiz field. ﬂ

-

Customer PO(E) I I I

Customer Recuisition Mumber I
Mext | Save and exit |
Exit without saving

Back to Top of Pace

';I
4] |

& [ o ®nene:

Note: For purposes of this document, the Next button has been selected.

If you need to come back later to complete the request, click the Save and exit button. This will save

the document and put you back at the main screen. Be sure to note the CSS number for later reference
when searching for an existing request (see Work with an Existing Request on page 8).

Please...do not submit services requests containing any confidential information, such
as IP addresses, user ids and passwords, etc. This information should be submitted to

HHSDC in a confidential manner such as a phone call.
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Narrative Screen

After clicking Next on the previous screen, the following will appear. This screen will allow the user to
attach documentation to the service request and/or add a narrative. At least one of the three options
must be completed. Unlike the old CSS system, the user can enter a narrative that goes beyond the
length of the displayed box.

3 Customer Request System - Request Narrative - HHSDC Internet Explorer - ||:||1|

File Edit ‘iew Favorites Tools  Help ﬁ
$Back + = - it | @isearch  [GFavorites fMedia €% ‘ B-S -5 &

Address I@ https: ffcssweb. hhsde.ca.gov/cssnarr ative, asp?Reqio=551018rectype=new

California Home

wneo Californiafd’

HHSOC Public Site

California Health & Human

HHSDC Intranet Services Agency Data Center

Main Menu Customer Request System - Request Narrative

Help CUSTOMER REQUEST SYSTEM

Tools Prepare Request -- Harrative

Lt Request Mumber: 55101 Request Status: INCOMP
HOTE: Data converted Request Title Seinfeld YWeb Enablement Project

from WM only includes
Request Humbers 1 thru Enter a shott narrative here:

54699 at this time. Enter text here to describe the project or upload the documentation by selecting YES below ;I
at the "= there additional Hardcopy Documentation”. vou swill be prompted to Browse for the

Bug Report status file wou want to add, select i, click OK and click Unload File.

updates can be viewed

by clicking on the link on LI

the Main Menu. Test
Posrag Ofr: SABGANS 3:23.00 P

Are there any Online Documents:
File attachment (uplosd below) Yes C g
Online Form Yes € No &

I there additional Hardcopy Documentation: Yes o

et

QfOnIineDucumentszquf

MName Size Modified Functions

Selectfilatouploadzl Erowse... | Uplod file |

Back to Top of Page

@ 2000 State of California. &ray Lavis, Governor Conditions of Use Privacy Policy

El
@ [ B e

Note: For purposes of this document, the Next button has been selected.
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If you are a customer and you selected Yes to Online Forms at the screen on page 11, you will see the
below screen. Select the appropriate form and fill in the required fields. Details for individual forms are
located on the pages indicated in the text box below.

3 Customer Service System - Forms Menu - HHSDC Internet Explorer

File Edit Wew Favorites Tools  Help

daBack - = - @) 7ot | Qhsearch [EFavorites GPMedia (% | E-S - &

Address I@ https:fcssweb.hhsdc.ca.gov/cssfarmmenu, asp?ReqMo=55097&nextprog=contacts

California Home

HHSOC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

iforn

Customer Service System - Forms Menu
Request Menu

Header Mo forms available

Harrative

Contacts
Main B #idd a new form
LA E I SMA Equin/Comm changes Client Metwork Specification WorkSheet
Help Software

Reauest Commerts Equipment Purchase Sumimary

Tools Metwark Design Form
Logoff

HOTE: Data converted
from VM only includes
Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on

the Main Menu. Test
PosSTAC Oft: SABE00 3:23:00 P

Back to Top of Pade

@ Z000 State of California. Gray Davis, Governor. Conditions of Use Privacy Folicy

=
4| | »

[&] Done ’_ ’_ E [ Tnternet 4
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If you are HHSDC staff, and you selected Yes to Online Forms at the screen on page 11, you will see
the below screen. Select the appropriate form and fill in the required fields. Details for individual forms
are located on the pages indicated in the text box below.

; Customer Service System - Forms Menu - HHSDC Internet Explorer

File Edit View Favorites Tools Help

¢aBack ~ = - ) ﬁ| @ zearch [GFavorites GfMedia £% | B-S= - 2

Address I@ http:ffcssweb,hhsde.ca,gov: 5062 cssformmenu. asp?Reqio=55097

California Home

o Californiafd ™ #1i

AlUE Bl Sile California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Service System - Forms Menu

Reguest Menu
Header Mo forms on file for this recuest
Harrative
Contacts
Delete
- Add a new form
Forms SMA EouipiComm chanoes Clierit Metwork Specification YWorkSheet
Print Software
Reguest Comments Equipment Purchase Summary
Route Reguest Comments Equipment Purchase Summar

Metweark Design Farm

Main Menu
Contacts

Help
Tools
Logoff

Test database version
Posrad Or: R0 40:29:00 A

Back to Top of Page

@ 2000 State of Califania. Gray Davis, Governor. Conditions of Use Privacy Policy

El
@ T
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Contact Screen

This screen will allow the Originator to select the customer coordinator, primary and alternate contacts as
well as additional and alternate contacts. Several individuals may be selected at one time. When
complete, select Enter to move forward in the system, or Save and exit or Exit without saving.

3 Customer Request System - Prepare Request - HHSDC Internet Explorer = Ellﬂ

Ele Edit Wiew Faworites Tools Help ‘

GBack - = - D 7t ‘ @ search [FFavorkes ElMedia ¢4 | B-Sw-3E &

Address I@ https:f/cssweb . hhsdc. ca.govcsscontacts, aspYReqio=55095

California Home
a0

vaemen Californiafds

P

Al Bl s California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Request System - Prepare Request

Request Menu
Header CUSTOMER REQUEST SYSTEM
~ Request Contacts
Harrative
Contact
Lomacts Request Numbsr: 56095 Request Status: INCOP
Delete Request Ttle Seinfeld Web Enablement Project
Forms Erter IDs for contacts
Click 'C' to copy role, 'D* to delete, " to viewy
B Uszer IO Contact Role Emsil (node)
Main M:
Hain Ve mseinfel Request Criginator mzeinfel@dut.ca.gov
Help Required rr I* Cust. Request Coord.
Tools rr I Ak, Request Coord,
Logoff Reguired - r I Primary Cortact
HOTE: Data converted rrr I Aternate Contact
from VM only includes
Request Humbers 1 thru (my [ Serv. Request Coord
54899 at this time. rr I— Service Manager
Bug Report status O I Froject Leader
updajea? can be vieywed [mli | I Project Assistant
by elicking on the link on
the Main Menu. Test rr I
FosTad O 51BN 3:25:00 M
oo 1
oo 1
oo 1

Chooze a name L‘

poliinlinlsi sl Save and exit
Iddockter

mimus
gmescows =teithout saving |
lilanning
dchacon
kaverman
nferguso
derania
cpmgr

-
@ 2000 State of California. Gra‘% nditions of Use Privacy Policy

El
[&]pene [ B 4
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In order to enter multiple alternate contacts, you will need to click the square that is located
directly to the left of the Alternate Contact field. This will bring up another alternate contact field
directly under the Project Assistant filed. There can be a total of 5 alternate contact fields added
including the original field.

-'aliustnmer Request System - Prepare Request - HHSDC Internet Explorer -8 ﬂ
J File Edt View Favorikes Took Help
J {QBack v = - @ ﬁ | @Search @Favuntes @History |%v . v
JAddress I@ http:ffessweb hhsde.ca.goviB082)csseontacts asprrectype=editbReqo=05186 j 6)60 HL\nks
LUSIOMET ReqUEst SYSIEM - Frepare Request 45
Request Menu
Header CUSTOMER REQUEST SYSTEM
) Request Contacts
Harrative
Contact:
~ontacts Recuest Mumker, §5188 Reest Status, NCOWP
Delete: Reguest THie: TEST
Forms Erter [Ds for contacts
Click C'to copy rale, 'D'to delete, "' to view
bwve Lser I Cantact Role Ermeil (node)
Main M
—— jseinfel Fequest Originator mhazeli@hhsdc.cagov
Request Menu
Required [~ [T Cust. Request Coord.
Hell
T oo At Request Coord.
Tods Required [~ [T Primary Cortact
Logoff ooo dpucidy Aternate Contact
Test database version
P o P oo Serv. Reguest Coord
Gaslveh version 0.80.1 rr seriice Meneger
oo Project Leader
oo Project Assistant
oo ckrammer Alternate Contact
oo ]
oo 1
oo 1
Sawe and exit
Exit without saving
Back to Top of Page
. . — M|
‘@ | | |O Internet
stert| | 1) & @ | Ereoc..| Buoc-.| Bcsve. | wcst.| Sason. [Erte. [ INMSEGE sz
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The below screen shows what a completed Request Contest Screen might look like.

ustomer Request System - Prepare Request - HHSDC Internet Explorer = |EI|1|
File Edit Wiew Favorites Tools Help ﬁ

GBack - = - (D tat | Qhsearch  [GFavorites  GfMedia (4 | NS - 2

Address I@ https:/fcssweb, hhsdc

rhia Home 0 une =

vaermen Californiady

HHSOC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Request System - Prepare Request

Request Menu
Header CUSTOMER REQUEST SYSTEM
B Request Contacts
Harrative
Contact:
~ontacis Request Number: 55932 Recusst Status: INCOMP
Delete Request Title Seinfeld Wb Enablement Project
Forms Erter IDs for contacts
B Click "' to copy role, 'D' to delete, ™" to view
Erin Dowv G User ID Cortact Rle Emsil (nods)
Route Request Criginator maeinfeli@dut.ca.goy
Recuired rr cpuccly Cust. Reguest Coord. dpuddyEut ca.gov
Main Menu
rr ebenis Alt. Request Coord. eheniz@ut.ca.gov
Help
Required rr mzeinfel Primary Cortact maeinfeli@dut.ca.goy
Tools
rrr Cchramer Alternste Cortact ckramer@dut .ca.goy
Logoff
rr Sery. Request Coord. mimus@hhsdc ca.goy

HOTE: Data converted
from YM only includes

(!

Service Manager

Request Humbers 1 thru oo Project Leader
54899 at this time.
rr Project Assistant
Bug Report status rr jseinfel Alternate Contact jseinfel@dut ca.gov
updates can be viewed
by clicking on the link on rr
the Main Menu. Test (]
Poscad Orr: SHBEAN 3. 23:00 P
(i —

o TITTITTT

Erter | Save and exit |
Exit without saving |
El
[&] pore ’_ ’_ E # Internet v
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3 Customer Request System - Prepare Request - HHSDC Internet Explorer

Fle Edit \Wiew Favorites Tools Help

R R | 7t ‘ Qisearch  [GFavortes Media (4 | B-S - &

Address I@ https:ffcssweb.hhsde.ca.gov/esscontacts. asp?Reqho=55104

California Home

wieneo Californiafh s

AL e e California Health & Human
Services Agency Data Center

HHSODC Intranet

Customer Request System - Prepare Request

Request Menu
Header CUSTOMER REQUEST SYSTEM
N Request Contacts
Harrative
Contact
SLNEEE Request Number. §5104 Request Status: INCOMP
Delete Request Title Seinfeld Web Enablement
Forms Erter IDs for cortacts
Print Click 'C'to copy role, D' to delete, "' to view
=R DY C User D Cortact Rale Email (nade)
Route Request Originator mseinfel@dut ca.goy
Required rr Cust. Request Coord. dpuddy@out.ca.goy
Main Menu
rr Alt. Reruest Coord
Help
Required rr ebenis Primary Contact ebenis@dut.ca gov
Tools
rrr izeinfel Alternate Contact izeinfeli@dut ca.gov
Logoff
rr Sery. Request Coord
HOTE: Dat: rted
a conuerte rr Service Manager

from YM only includes
Request Humbers 1 thru oo
54899 at this time.

Project Leader

rr Project Azsistant
Bug Report status rr
updates can be viewed
by clicking on the link on on
the Main Menu. Test rr
FOSCAY ONY: SOBEAND 3: 2300 P
od

g [T

ext | Enter Save and exit |
Exit without saving |

Back to Top of Page

@ 2000 State of California. Gray Davis, $ovemor, Conditions of Use Privacy Policy

ILI
4 |»

] [ [ [5 [ meemet 4

The below screen opens after hitting Next on the previous screen. From here, you will be able to:
o Delete the form by clicking on the Delete link located on the left menu bar.
Delete the form by clicking on the Exit without saving button located at the bottom of the page.
e Print the form by clicking on the Print link located on the left menu bar or (see next page for
sample screen print).
¢ Modify the header or narrative by clicking on the Header, or Narrative link located on the left
menu bar.
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If you want to print a copy of your service request, click on Print before routing the request. Below is a
sample screen print of a service request.

"
Reguest No. Seinfeld Web Enablement + HHSDC
55104 Y S sy o ot
Health and Human Services Data Center /1802003
Service Request
Recuest Title: Seinfeld Web Enablement Humber: 55104
Requestor Mame: Mlotty Beinfeld Statue: INFROC
Req Phone Mo (9160 555-4444 Ext.: NI Eilling Status:
Customer Org.: DUT DEPARTMENT OF USER TESTING
A coount: FT
LT $10,000
Bearch Keywords: Beinfeld Web project
Req. Avail Dit 61402004
Budget Amournt: $10,00000
Source of Funds: SFECIAL
Customer POCs):
Cust. Reg. Mo
#k Bervice Data ¥+%
Service Project Number: Est Availability Date:
Est Amount: $0.0a Act Amount: $0.00
Reason For Priotity:

Tustifyy whiy this service request has special priority in this field.

Reguest Mo, 55104 - Seinfeld Web Ensblement - Matrative:
Reguest Mumber: 55104

Contact Role Hame Phone Email

Reguest Originator  Seinfeld, Moty (916) 555-4444 mhazel@hhsde. ca. gov
Cust. Recquest Coord. Puddy, David  (916) 555-4444 mhazel@hhsde. ca.gov
Al Fegquest Coord,

Primary Contact Benis, Elaine  (916) 555-4444 mhazel@hhsde.ca.gow
Alternate Comtact  Seinfeld, Terry  (P16) 555-4444 mhazel@hhsde.ca. gov
Serv. Reguest Coord.

Service Manager
Project Leader

Project Assistant

Request Header Request hEnu

“ @ w4
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When finished with the modifications, click Route located on the left menu bar. This will route the
request to the Customer Coordinator for approval.

Customer Request Systemn repare Request - HHSD! ternet Explorer

File Edit WYiew Favorites Tools Help

= Back + = - @ 74 | @Search (3] Favorites @Media @l%' S - ,%

Address I@ https: /fcssweb. hhsde.ca, gov/csspreparerequest. asp?rectype=Edit&Reqio=55132

California Home
-

wowe Californiadd i ih

s

HHSDC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Request System - Prepare Request

Request Menu
Header CUSTOMER REQUEST SYSTEM
Prepare Request -- Header

Harrative
Contacts
Delete Mumber: 55132 Request Status: INCOMP
Forms Request Title ISeinfeId ‘Web Enablement Project
Print Requestor Mame ISeinfeId IMorty
Route Requestor Phone Mumber (916) 335-4444 Extension I
Customer Organization DUT-DEPARTMEMT OF USER TESTIMNG ;I
Main Menu Accourt Code D2
Help Calstars? (YviN) ves © ho 0%
[DOF Reqguests Only)
Tools Iz Cert per SAM 4519.41 Reguired? (YN wog g & IProcuremerﬂs for less than 10,000 LI
Logoff
e Search Keywords: Iweb Ienableme Imorty

HOTE: Data converted . l—
from YM only includes RS 6472004 Budget Amount I $5,000.00

Request Humbers 1 thru
54899 at this time. Do you weant to enter a reazon for special priority? Yes g

***k HHEDC External Customers Only *%*
Bug Report status
updates can be viewed . . . r &
by clicking on the link on Iz thiz an internal reguest (not being =ent to HWDC)? Yes Mo

the Main Menu. Test Source of HWDC Funds- 1as % Special o Billing Instructions? Yes g
POSCAE OFF: SAGGENN 3:23:00 A
Customer PO(s) I I I

Customer Reduisition Mumber

% Save and exit |
e
Exit without saving I

Back to Top of Page

|®:| Daone ’_ ’_ ré_ | ® Internet

Al
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The below screen will appear when you have successfully routed the request to the Customer Request
Coordinator for approval.

Click the Select to clear this message link to move forward in the system.

/3 Customer Request System - Route Request - HHSDC Internet Explorer

File Edit Wiew Favorites Tools Help

GBack ~ = - (D ﬁ| Qisearch  (GalFavorites  Media ®| EXN=N RAE| 2

Address Iﬂj https:ficssweb, hhsde.ca.govicssroutecreate, asp?Reqo=55104

California Home

LRI il S California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Request System - Route Request

Request Menu
Header Reguest routed to Reguest Coordinstor

Harrative
Contacts
Delete
Forms
Print
Route

Select to clear this messace

Main Menu
Help

Tools
Logoff

HOTE: Data converted
from ¥M only includes
Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on

the Main Menu. Test
Poscad O SR 3:23:00 P

Back to Top of Page

@ 2000 State of California. Gray Davis, Gowernor, Conditions of Use Privacy Policy

l;l
| | »

[&] Done ’_ ’_ Fé_ # Internet 4
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Changing the due date

In order to change the due date of the service request, you must have the active task in the
service request. You will need to log into the service request and click the route button and then
the route request link. That will bring you to the following screen:

; Customer Service System - Route Action Menu - HHSDC Internet Explorer -8 ﬂ

J File Edt Wew Favortes Took Help ﬁ
J {aBack v = - @ ﬁ | @Search @Favorites @History ||%v @ v

JAddressI@ hittp: ffessweb.hhsde.ca govi052 cssrodterequest asp j @Go “Links

California Home

A i 2 California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Service System - Route Action Menu

Request Menu

Begin Update Health and Human Services Data Center

Customer Service System - Route Actions

Header

fralesils Request Mumber: 55188 Request Status: OPEN

Contacts Request Ttie: TEST

Print

Histo Your Currenti&ctive Assignment:

Route Person ID |Seq Role Turraround Days Due Date Date Sent|Action

nfergusa| 9 | PROJLDR)| 2 G/9i2004
Main Menu
Request Menu ﬂ

Help
Tools j b
Logoff (%' Change Due Date from G/3r2004 lo EQSJ‘D!I\

Test database version € Rauteto Next Person
(TN A AT £ Ad New Person ldto Route Slip

Cashlieb version 0.82.0 {° History of Raute Slip

|

@] oone [ ] | intemet
Hstor || 2 @ @0 || Ersc. Gikec.| Sasn.. | Eive. [t Bosw.| [(ENMSBBOL
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Once you have clicked the next button, the screen below will appear indicating that the date has
been changed.

a Customer Service System - Route Action Menu - HHSDC Internet Explorer Jﬂﬂ
JF\\e Edit View Favortes Took Help
Leoie 9 QA G e P [ I

JAddress Ia hittpeffessweb hhsde,ca.goviB0B2 cssrauterequest aspReqho=55188 j @Go HLinks

California Home

HHSDC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Service System - Route Action Menu

Renuest Menu
Begin Update Date Changed
m "

Harrative Click here to contirue
Contacts

Prin

History

Route

Main Menu
Request Menu

Test database version
PosTaE On: WU .20 A

Casllieh version 0.82.0

|

] one [ [ | memet
Hstart|| 1] & @3 | Eroc.| Breec..| Saston.,| @ [Enste. Bsve.] [(ENYSGRO wom
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Canceling or deleting a service request

In order to delete a service request, the service request has to be in the INCOMP status.

-'aliustnmer Request System - Prepare Request - HHSDC Internet Explorer - ﬁ

J File Edt View Favorites Tooks Help .
J (P Back v = - @ ﬁ | @5&arch @Fa\mntes @History |@v . v

JAddresS Ia http:ffcssweb hhsdc.ca.gov:B082 csspreparerequest. asprectype=editdReqho=55189

HHSDC Public Site California Health & Human
HHSOC Intranet Services Agency Data Center
Customer Request System - Prepare Request
Request Menu
Header CUSTOMER REQUEST SYSTEM
) Prepare Request -- Header
Harrative
Contacts
Delete Number: 55189 Reguest Status: INCOMP
Forms Recuiest Tite fest
Requestor Name IBems IEIame
Main Menu Recestor Phone Number |16 5554444 Exengion|
Request Menu Customer Organization DLIT -DEPARTMENT OF ISER TESTING kK
Help Aceourt Code m
Tools Calstars? (YI) ves Chip
(DOF Reguests Only)
Logoff Iz Cert per SAM 481941 Required? (Yi) Ves Cpp @
Test database version INU procurement (change reguest, et ) ﬂ
oty O BN .20 A
— A% Search Keywards: | | |
sslived version 0.52.
Request Available Date 502004 Budget Amourt $0.00
Do you want to enter & reason for special priorty? Yes g &
#% HH3DC Extemnal Customers Only ¥+
|5 this an internal request (not being sent 1o HWOC)? Yes g &
Source of HADC Funcls- 144 Special [ Biling Instructions? Yes g & -

Customer PO(z) I I I

Customer Reguistion Number
Gave and exit
El

& Done [ [ | memet
Hstart H ) & o (3 ”H Eheoc. | Bibox- .| Ecstom..| Wiros..|[Erust., Blcssue. | [¢CIN¥HBBE warm
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Once you have clicked the delete button you will come to the screen below:

-atustnmer Service System - Delete Request - HHSDC Internet Explorer -8 ﬂ
J File Edt Wew Favortes Took Help ﬁ
J {QBack v+ = - @ ﬁ | @Search @Favorites @H\story | %- @ v
Jnddress I@ http:fcssweb hhsde.ca.goviB082/essrequestdelete. aspReqha=55189 j 6)60 “ Links
California Home
HHSOC Publc Site California Health & Human |
HHSDC Intranet Services Agency Data Center @
Customer Service System - Delete Request
Request Menu
Header CUSTOMER REGUEST SYSTEM
) Delete Request
Harrative
Contacts Recuest Nuber. 556189 Recuest Stalus, NCOMP
Delete Reguest Tile: test
Forms
5 Please make sure that you really want to delete this request before clicking on the "Delete Request” button. Once you
Main Menu click that button, every piece of data associsted with this recuest will be gone!
Request Menu
Delete Request Exft without Delete
Help
Tools
Logoff
Test database version
Postai O R22X00 40.23:00 AW =
Cssleh version 0.82.0
El
@] bone [ ] | ntemet

istart |j H & 0 (3 ”“ Erteoc..| Blbox- .| Elcuson..

Microso..‘l @Eustu... @CSS Weu.l

JONMESBRE wszm
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In order to cancel a service request, the service request has to be in the OPEN status. The
customer coordinator is the only role that is able to do this.

-atustomer Request System - Maintain Request - HHSDC Internet Explorer -7 ﬂ
J File Edt Wew Faworites Tools Help i
J {PBack » = - @ ﬁ | @Search @Favorites @H\story | %v . v
JAddress I@ http:{fcssweb hhsde,ca gov:8082/cssmaintainrequest asprectype=edtiReqho=55183 j @Go “ Links
R —— 4
e California Health & Human
HHSDC Intranet Services Agency Data Center
Customer Request System - Maintain Request
Request Menu
Header CUSTOMER REQUEST SYSTEM
) Dizplay Request -- Header
Harrative
Contacts
Cancel Mumber, 55188 Reguest Status: OPEN
print Request Ttle frest
History Requestor Name ISeinfeId IJerry
Route Requestor Phone Number [iziE15554444  Extension |
Billng Status:
vt Customer Organization DLUT DEFARTMENT OF USER TESTNG =]
Request Menu Account Cotle iy
Help Calstars? (Y ves Chio
Tool (DOF Reguests Only)
Loos Is o per SAM 48124 Required? (Y0) o0 0y @
Logoff |Pmcuremerﬁs for less than $100,000 j
Test database versinJJ'—rl
Pastil o BN T:25.00 A Setch Keywords I I I
Cssheh version 0.82.0 Request Availshle Date 5430/2004 Budget Amaurt $50.00
Do you wiant to enter & reason for special priority? Yes Cihg
*% HHSDC External Customers Only ***
Iz thiz an internal request (not being sert to HADC)? Yes O @
Saurce of HADG Funds- 144, & Special 9] Biling Instructions? Yes Cyp &
Customer PO(s) I I I
Customer Requisition Number
¥ Sernce Data ¥** [

3 [ ] | intemet
Hstor || 2 @ @05 || Erc..| Bibec .| cston.| B [t Bcsswe.| [ EANMSREEO
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Once the cancel button is clicked, the screen below appears:

/4 Customer Service System - Cancel Request - HHSDC Internet Explorer

JF\\e Edit View Favorites Took Help

J {Qback v = - @ ﬁ | @Search @Favor\tes @History |%v @ v

J Address I@ httpeffcsswed.hhsdc.ca, goviB082 cssrequesteancel aspReqhlo=55133

California Home

9 M

RRSTRARN N California Health & Human
HHSOC Intranet Services Agency Data Center

Customer Service System - Cancel Request

Request Menu
Header CUSTOMER REQUEST SYSTEM

) Cancel Request
Harrative

Contacts Recuest Number: 55138 Request Stetus: OPEN
Cancel Request Title: TEST

Print
Hist
L Enter the reasons for canceling this reguest
Route | d
Main Menu
Request Menu j

Help Cancel Request | Ext without Cancel

Logoff

Test database version
‘Pastat i (RN 1290 24

Gaslveh version 0.82.0

]

@] Done [ [ | meemet
ffistart J HE i (3] ”J Ehhsoc... Inbox-..‘l @Custom..‘l M\cmsu.””@[ustu“. css We”.l |@DN%@&§@ 11:03 A
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Closing a Service Request

When the service request has been properly completed and is ready to be closed, the service request
has to be placed in the AVAIL status. The only roles that are able to make a service request AVAIL are
the service manager, the project leader, or the project assistant. In order to place a service request in

AVAIL status, one of the above roles has to have the active task.

a Customer Request System - Maintain Request - HHSDC Internet Explorer

JF\\e Edit View Favortes Took  Help

J {Pback v = - @ ﬁ | @Seerch @Fa\mntes @History |%v . v

JAddresS Ia http:fjcssweb hhsdc.ca. gov:B082 cssmaintainrequest aspirectype=beginupdatefReqho=55138

HHSDC Intranet

Casllieh version 0.82.0

services Agency Data Center

Customer Request System - Maintain Request Lagged on &=: nferguso
Request Menu
End Update CUSTOMER REQUEST SYSTEM
Maintain Request -- Header
Header
Harrative
Contacts Mumier, 5515 Request Siaus |OFEN v
Forms Reguest Tiie |TEST OPEN
. HOLD
Print Reguestor Name (Seinfeld IMPACT Jerry
HiEtOn Reguestor Phane Number |(91 ) 595-4444 nI
Route i —
- Biling Status:
. Customer Organization DUT -DERARTMENT OF UISER TESTING j
Main Menu
Accaurt Cade m
Request Menu
Calstars? (YMN) Ves O @
Help (DOF Reguests Only)
Tools Iz Cert per SAM 4519.41 Regquired? (YIN) ves Cpp @
IPmcuvemerﬁs for less than $100,000 j
Loqoff
Test database version SERL TS I I I
bR AR Request Avaiatle Date 513012004 Biuduet Amaurt §a0.00

D you want to enter & reason for special priorty? Yes g &

ek HHSDC External Customers Only **

Iz this an internal reguest (not being sent 1o HWOC)? Yes g &
Source of HADG Funds- 144 Special & Billing Instructions? Yes g &

Customer PO(s) I I I

Customer Reguistion Number

* Service Data %

Service Project Number: Est Availabilty Date:[3/1/2004

Estinted Amourt]| 3000 achel dmourt| 3000

]

]
ffistart
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Once the save and exit button has been clicked, you will need to go back into the request. Once you are
in the request you can go to history, and then route history. It will bring you to the following screen.

-'al:ustomer Service System - Route History - HHSDC Internet Explorer -8 ﬁ

J File Edit View Favorites Took Help
J {Qback v = - @ ﬁ | @Search @Favor\tes @History |%v @ v

JAddress I@ http:ffcssweb hhsdc.ca.goviB082 cssrockehistory aspPRegio=55163 j @Go HL\nks

California Home

RRSTRARN N California Health & Human
HHSOC Intranet Services Agency Data Center

— T
]

Customer Service System - Route History

Request Menu
Begin Update CUSTOMER REQUEST SYSTEM
Routing History
Header
Harrative Recuest Number: 55138 Recuest Status; AVAL
Contacts Request Title: TEST
Print
History Person (D Role Seq DA DugDate Date Sert Action Commerts
Route ehenis CUSCOORD 12 512682004
geostanz AUTH 2 |2 572812004 | APPROVED
Main Menu SRUPDATE SRYCOORD 3 |2 512612004
nferguso SERVMGR 4 |2 512872004
Request Menu
nfergusa PROJLDR 5 |3 672004 AVAILBLE
HED ebenis APPROVER |6 |10 62112004
Tools nferguso SERVCOMP 6 |40 8302004 |
Logoff
Test database version
‘Pastat i (RN 1290 24
Gaslveh version 0.82.0
f# | ||
@] Done [ [ | meemet

ffistart

HeNEEEE®Y >

| Ehnso... Blino.. | &lcust.. | Mhio... || Eeust.. Hess .. [CONMSBBE wew
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Once the service request has been changed to AVAIL status and everything has been completed in this
service request, the servcomp role can go into the request and close the request on their side. In order
to get to the following screen, the servcomp role will need to log into the service request and then click
the begin update button and then click the route button.

/3 Customer Service System - Route Action Menu - HHSDC Internet Explorer =18x]
JFM& Edi View Favortes Took  Help
Lo 9 Q 1 4] Qoo (i P | G-

JAddress I@ http:ffessweb hhsde.ca.gov 8082 cssroLkerequast, asp j 6)60 HL\nks

California Home

HHSIC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Service System - Route Action Menu

Request Menu

End Update Health and Human Services Data Center

Customer Service System - Route Actions

Header

Harrati

e Recuest lumber. S5188 Request Ststus: AVAL

Contacts Reguest THie: TEST

Forms

Print Your Current/Active Assignment.

- Perzon D |Sei Role Turnaround Days Due Dete [Date Sent |Action

History

nfergusa| 6 | SERYCOMP| 40 Bi3:2004
Route
(¥ COMPLETED ¢ RE-OPEN
Main Menu i
Request Menu d

Help ==
Tools j
Logoff {7 Chiange Due Date from R
Test database version
Pasrad n: A0 0. 2300  Acl Mew Perzon I o Route Slip
Cssled versian §.62.0 " History uf Ruute Sip

eSS o

‘@ | | |O Internet
A start J :ﬂ e i 3) ”J EHHSDCM Inbox-..‘l @Custom..‘l M\cmsom”@[ustu“. CSS Weu.l MEDN%@&%@ 10:22 AW
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Finding the status of a Service Request

In order to find the status of your service request, you will need to log into your service request
and click the history button. That will bring you to the following screen:

-'aliustnmer Service System - History Menu - HHSDC Internet Explorer -8 ﬁ

J File Edt View Favorites Tooks Help
J (P Back v = - @ ﬁ | @mrch @Fa\mntes @History |%v @ v

JAddress Ia http:fjcssweb hhsdc.ca. gov:B082 csshistorymenu, aspPRecho=55165 j f?Go HL\nks

California Home

elcome to |

HHSOC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Service System - History Menu

Request Menu
Begin Update Health and Human Services Data Center

Customer Service System - History Menu
Header

Harritive Request umbzr, 55188 Reguest Status: OPEN
Contacts. Reduest Tile: TEST
Print

History

Route

Histary of Changes
Routs Histary

Main Menu
Request Menu
i

B

=

ools 1=

d

Test database version
Postat i (RN 1290 2

Casliveh version 0.80.1

K93 ﬂ

‘aShortcuttocssh\storymenu‘asp?ReqN0=55183 | | |' Internet

Hstart H ) & o (3 ”H Ereoc.. | Ecuston..| vecso.. | Birbor- . {[Erusta., Blcssue. | [¢CIN¥SBEE  1oom
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Once you click route history, the following screen will appear:

/4 Customer Service System - Route History - HHSDC Internet Explorer -8 ﬂ

J File Edt View Favorikes Took Help
J {QBack v = - @ ﬁ | @Search @Favuntes @History |%- @ v

JAddress I@ http:ffessweb hhsde.ca.goviB082 cssrolkehistory aspPReqho=55165 j 6)60 HL\nks

California Home

HHSIC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

)Y

Customer Service System - Route History

Request Menu
End Update CUSTOMER REQUEST SYSTEM
Routing History
Header
Harrative Recuest Humber: 55138 Request Stetus. OPEN
Contacts Request Tlle: TEST
Forms
Print Perzon D Fole Geq DA DueDate  [Date Sent (Action Commerts
History ehenis CUSCOORD 1 2 512812004
Route geostanz AUTH 2 |2 12812004 APPROVED
SRIPDATE SRVCOORD 3 |2 512812004
Main Menu nfergusa SERYMGR 4 2 512812004
nferguso PROJLDR § |5 |8M2004
Request Menu
Help o
Tools
Loqoff
Test database version
Pasrad Dn: W20 1:2500 40
Caslveh version 0.80.1
uwess -
‘@ Done | | |O Internet
dhstart| | ] & @ g EHHSDC..' Eusto. | [picros... | [EJmbos-.. @Eustn“. @icssw..| | FONMSBGOM  om
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Each screen displays a menu list of titles on the left hand side.

Help
The Help option will provide the user with a description of each available screen.

7} CssWeb - Overview - HHSDC Internet Explorer - 1ol x|

File Edit Yew Favorites Tools Help

deBack - = - @ [ 4 | @isearch [ Favorites G Media @“%v =¥ B &

Address I@ https:/cssweb.hhsd wihelp/content, asp

California Home
-

v Californiafd S

HHSDC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Main Menu CssWeb - Ove
Help
& Introduction Administration (for systerm inistrators)
Tools T
® Site Architecture s Managing User Accounts
Logoff ® CSS Overview

® Project Creation and Configuration
HOTE: Data converted
from YM only includes N N

Request Humbers 1 thru Customer Side Fmphasis Project Management (for project managers)

54899 at this time. O FiSER & REFIER ® Adding user accourts and managing team member
Customer Coordinator Function

project access
AL L S Approval of Sub-Task N . .
updates can be viewed » Configuring & project site
by clicking on the link on Authorization of Certification

the Main Menu. Test Marvigating the Request A -
POSCO O SAHRNIE 3:23:00 P Other Project Management Sites

Customizing = report

Department of Information Technology

= Gantt Head
Service Side Emphasis
» Gartner Group
& Request Distribution » [EEE

Wintkload Management

Project Leader Task
Madifier Tasks

Review Task
Available Request
Customer Approval
Complete and Close

International Standards Organization
Project Management Institute

Back to Top of Padge

@ 2000 State of California. Gray Davis, Governor. Conditions of Use Privacy Policy LI

[&] Dore l_l_ ’—é_ & Internet v

40 of 78

C:\TEMP\CSS Web Users Manual.doc



Tools

When this option is selected, the following screen will appear. This screen will allow the user to update
their personal account information. Organizational Role Administrators can make additions, deletions
and modifications.

(NOTE: The user profile will determine what can be seen on each screen. For instance, all users can
see the first function listed below. The Organizational Role Administrator function can only be seen if the
user profile allows for this function.)

a(ss Web - Css Web - Tools Menu - HHSDC Internet Explorer

File Edit Wiew Favortes Tools  Help
wback ~ = - @[3 A | Qoearch GaFavortes Gvede | - S Wl - P

Address [{&] hitps: fessweb. thsd .ca. gov, Taals{ TodlsMenu. asp =] oo [unks >

California Home

wenen Californiafl

o

HHSOC Pubiic Site California Health & Human
HHSDC Intranet Services Agency Data Center

Main Menu Css Web - Tools Menu
Help " "
Madify Your Personal Account Information fA.L USERS)
Wil Users can modify their personal informetion inclucing password, department o division rame, phone, email address,
Logoft fax number, and provides & test area to add any addtional information

HOTE: Data converted
from ¥M only includes
Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on
the Main Menu. Test
Posca G SR 32300 PR

Back to Top of Page

© 32000 State of California. Gray Davwis, Govemnor, Conditions of Use Privacy Poligy

sl

& [ [ [Z [ mtemet

ol
Ele Edt  Wew Favorkes ook Help

ek - - Q) 0| Qe oo Grese F | D- S m - H O A
qkress [8] berpy hhark [ep———

Calitornia Homs

California Health & Human

HHSOC intranet Services Agency Data Center
s Menu CasWeh - Usar Aceount Information
e User Code. sberis
Tocts Uiser Hame. Benis, Elsne
Logoft Passwond: 'z Fequred
WOTL: Data converted ﬁ
M ol Inchuriea Emat 3600 Co.g0v Frerpirent
Request Hurmbers 1 thau Crganization. DUT
SU9Y ot this time.
Bug Rupust stelus poation: [fre et
updetes can be wewed
Iy elieking on the Bnk on ‘Vork Phone. [(816) 5554444 b recured
e Wiy Mures, Test
Boscrd O S0) S 200 S T

ares [ e[
caet [ ex]
s I e

Andtional indn
I &l

Expiention Deter Newes

Binck o Top of Paae
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Logoff

The logoff option will log off the user and take them back to the CSS Welcome Screen.

3 HHSDC Customer Service System - HHSDC Internet Explorer

File Edit ‘Wiew Faworites Tools  Help

GaBack + = - ) 7 | @search GaFavorites @Media (B | By Sl - &

Address IE;] https:fjcssweb. hhsdc.ca,govidefault, asp

fornia Home

wone Californiafd’

HHSOC Bublic Site California Health & Human
HHSDC Intranet Services Agency Data Center

Main Menu

Hel, s A

i Welcome to the Customer Service System Web Site

Tools

Logoff Thiz weh site is an interim design to help faciltate the replacement of the exisiting
C55 gystem on WM. Thiz service iz provided by the Health and Human Services

HOTE: Data converted Data Center (HHSDC).

from ¥M only includes

Request Humbers 1 thru To gain SCCesS you must obtain & User account. You may request an account from

54899 at this time. the CES web administrator.

Bug Report status Laogin Learn More

updates can be viewed
by clicking on the link on
the Main Menu. Test
PosCad O S8R 3. 2300 P

Back to Top of Pace

@ 2000 State of California. Gray Davis, Governor. Conditions of Use Privacy Policy

El
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Roles within CSS Web

There are several roles within CSS Web that provide different functions within this application. They are:
Originator
Customer Request Coordinator
Approver
Authorizer
Service Request Coordinator
Service Manager
Project Leader
Project Assistant
Modifier

. INFOONLY

. Alternate Contact Role

ST20oNooahwWN -

- O

12. Organization Role Admin

13. Service Manager — HHSDC only

14. Project Leader — HHSDC only

15. Procurement Analyst — HHSDC only

The following pages will break out the responsibilities for each role.
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Request Originator

The Request Originator enters the request into CSS Web and routes to the Customer Request
Coordinator for approval. Everyone that has a valid CSS Web ID may enter a CSS request.

When the Request Originator routes the request to the Customer Request Coordinator, the system
indicates that the request is INPROC.

This role will typically only originate a service request and route it to the Customer Coordinator, thus
ending their responsibilities.

Customer Regquest Coordinator

The Customer Request Coordinator is responsible for the routing of the request while it is still on the
“customer side” to the Approver and/or the Customer Authorizer. Each department/division has at
least one person assigned to the Authorizer role.

This is the only role that has the authority to cancel a service request if the request is in the OPEN
status.

When the Customer Request Coordinator routes the request to the Customer Authorizer, the system
indicates that the request is INPROC.

The below is an example of a message that the Customer Request Coordinator would receive to
perform the coordination functions of a request:

I have completed entering this request, and entered you as the Customer
Coordinator.

Please perform the coordination functions necessary to process it, and
route it to the appropriate person(s) by 6/19/2003

Thank you very much.
You can view this request by "clicking" on the URL on the next line.

https://cssweb.hhsdc.ca.gov/cssrequestview.asp?RegNo=55127

You will be prompted to enter your CssWeb Logon ID and password.

The Customer Request Coordinator can originate, modify (if the request is sent back to them), and/or
route a service request to the Approver or the Authorizer. This is the only role that is able to cancel or
delete a service request.
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When you receive an email from the system requesting action, click on the provided link.
e Log in to the system when prompted.
e A view of the request will open, with choices at the bottom of the screen.

; Customer Request System - Request Yiew - HHSDC Internet Explorer - | m] 5‘
File Edit Vew Favortes Tools Help

daBack + = - @ 74 | Qisearch [GEFavorites fMeda (4 ‘ B-Sw-3EH &
Address Ife;'] https:i/cssweb, hhsde, ca, govicssrequestview, asp?Regho=55104 j @Go | Links |
Request Mo . | ’fHHspc
55104 Seinfeld Web Enablement ,-,‘XE_) =
Health and Human Services Data Center  6/19/2003
Service Request
Request Title Seinfeld Web Enablement Number: 55104
Requestor Mame Ilorty Semnfeld Status: INFPROC
Req. Phone Mo: (916) 555-4444 Ezt NI Billing Status:
Customer Org DUT DEPARTMENT OF USER TESTING
Account: ET
LT $10,000
Search Eeywords Semfeld Web project
Req. Avail Dt £/472004
Budget Amount: £10,000.00
Seurce of Funds: SPECIAL
Customer PO(s):
Cust Req Mo
¥ Service Data ¥+*
Service Project Number: Est Awvailability Date
Est Amount: £0.00 Act Amount £0.00
Reason For Priority:
Justify why this service request has special priority i this feld
Request o, 55104 - Seinfeld Web Enablement - Marrative
Request Mumber: 55104
Contact Role Name Phone Email L

Request Origmator  Seinfeld, Morty (316) 555-4444 mhazeli@hhsde ca gov
Cust. Request Coord. Puddy, Dawid (%16} 555-4444 mhazel@hhsdc ca gov
Alt Reguest Coord.

Primary Contact Benus, Elaine  (316) 555-4444 mhazel@hhsdc ca gov
Alternate Contact Seinfeld, Jerry  (916) 555-4444 mhazel@hhsde ca gov

Serv. Request Coord

Vo=

Reguest Header Approve/Disapprove ] Reguest Menu

-

o If you are an Approver or Authorizer, you will get an Approve/Disapprove button.
o If you have the active assignment, you will get a Route button.
e Otherwise, you will only see the Request Header and Request Menu button.

OR, you can go to the website and follow the instructions on the following page.
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Log in to the system when prompted.
Click on Customer Request
Click on Work with an Existing Request
You will then need to search for the request by:
o Type the SR number into the Request Number field and click Search
o Type ME in the User ID field. (see below screen for output of this search)
=10
File Edit Wiew Favorites Tools  Help |
GBack v = v @ tat | @ search [GFavortes fimedia (4 ‘ RS- &

Address I@ https:i/cssweb.hhsde.ca.gov/csssearch. asp j @GD Links

California Home B

-

vemen Californiad$

HHSOC Public Site California Health & Human

HHSDC Intranet Services Agency Data Center

Main Menu Customer Request System - Search Request

Hel,

e CUSTOMER REQUEST SYSTEM

Tools

Logoff Request # Cust Request # Title Creste Date Status
55087 test BA1/2003  INCORMP

HOTE: Data converted

from VM only includes 55104 Seinfeld Web Enablement BM17/2003  INPROC

Request Humbers 1 thru 23132 Seinfeld Wb Enablement Project 6162003 INPROC

54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on
the Main Menu. Test
Fosoad O SARAI 32300 P

Back to Top of Page

@ 2000 State of California. Gray Davis, Governor. Conditions of Use Privacy Policy =
4| | »
|@ E 0 Internst 4
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The selected request is then opened by the system.

Customer Request System - Maintain Request - HHSDC Internet Explorer ;|g|5|
File Edit View Favorites Tools Help i
GBack - = - D 74 | Qisearch [GaFavortes EMedia ¢4 | Ev-S -3 2
Address I@ https

HHSDC Publie Site California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Request System ntain Request

Request Menu
Begin Update CUSTOMER REQUEST SYSTEM
Display Request -- Header

Header

Harrative

Contacts Mumber: 55132 Reguest Status: INPROC

Cancel Request Title ISeinfeId Wik Enablemert Project

E Reguestar Name |einteld Marty

History Requestar Phone Mumber |[91 5] 555-4444 Extension I

Route Billing Stafus: —

Customer Oraanization DUT-DEPARTMENT OF USER TESTING LI

Main Menu Account Code bz
Help Calstars? (M) vas O o &
T [DOF Reguests Onky)
el I Cert per SAM 4819.41 Required? (YMN) wog g & [Procurements for less than $10,000 =l
Ao Search Keywords: |web |enableme |mor1y

HOTE: Data converted .
from YM only includes Reqguest Available Date IEI4QDD4 Budget Amount I $5,000.00

Request Humbers 1 thru
54899 at this time. Do you wart to enter & reasan for special priority? Yes © Mo &

#*+*k HHEDC External Customers Only *+*
Bug Report status
updates can be viewed
by clicking on the link on Iz thiz an internal request (not being sent to HWDC)T Yes Cg
the Main Menu. Test Source of HWDC Funds- 184 ™ Special ¢ Biling Instructions? Yes © Mo @

POSCO OT: SHAEN 3:23:00 P
Customer PO(s) I I I

Customer Requisition Mumber
**k Service Data ***

Service Project Number:l Est Availakbility Date:l
Estimatec Amount:l $0.00 actusl Amourt: $0.00

Service PO(S):l | |

NPDS M oice: Srv Cat: I I Act Avail Date:l

Services Ertered: Yes © No

=
4| | »

@ ([ Bewes

Click Route on the left menu bar.
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Click the Add/Modify Route Slip link.

Customer Ser

e System - Main Menu - HHS| nternet Explorer

File Edit ‘ew Favorites Tools Help

Back - = - @) i | @hsearch [GgFavorites G Media ®| B-S - &

Address I@jhttps fcssweb,hhsdc.ca.gov/cssroutemain. asp?ReqMo=55132

California Home
-

oo Californiadd

e California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Service System - Ma|

Request Menu
Begin Update Health and Human Services Data Center
Customer Service System - Route Menu

Header
Harrative Reguest Mumber: 55132 Reguest Status: INPROGC
Contacts Reguest Title: Seinfeld Web Enablement Project
Cancel
Print
s e
Route
Main Menu
Help
Tools
Logoff

HOTE: Data converted
from YM only includes
Request Humbers 1 thru
54599 at this time.

Bug Report status
updates can be viewed
by chicking on the link on
the Main Menu. Test
POSCa OF: GGG 5:29:00 0

Back to Top of Page

@ 2000 State of Califomia. Gray Davis, Governor. Conditions of Use Privacy Policy -
| »f

21|
5] [ B [@wnenet 4
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When you reach this screen, click on Begin Update to proceed with routing the request.

ustomer Service System - Route Slip Maintenance - HHSDC Internet Explorer o |EI|5|

Ele Edit Wiew Favorites Tools  Help | uE

= Back - = - @ i3 ‘ @Search [l Favarites @Media ®| %v S M - @ &

Address Iﬂj https:/cssweb. hhsdc. o fcssrouteslipmaint . asp

G a Home

wmmen-: California _ ‘

HHSOC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Service System - Route Slip M

Request Menu
Begin Update Health and Human Services Data Center
C Service Sy - Route Slip il

Header
Harrative
Contacts
Cancel
Print
Hi=A00 oR

Route Select template to be used or mocified

Main Menu Delete |Edn| aLthorizer

Help

Erter Template Mame to Add:ll Add

Available Templates

Tools
Logoff

HOTE: Data converted
from YM only includes
Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on
the Main Menu. Test
Fostad OYT: SHIANA 3.29.00 P

Back to Top of Page

N E NSRRI ST S S S T S ST TS S S T hd
4 | »
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You now have the option to Select here to modify Route Slip without a Template or Use, Edit, Delete
or Add a template. For the purposes of this document, we are selecting Use a template.

ustomer Service System - Route 5lip Maintenance - HHSDC Internet Explorer

Ele Edit “iew Favorites Tools Help

s=Back = = - @ fat ‘ @Search (38 Favorites @Media ®| %' S - ﬁ

Address I@j https:/cssweb hhsde, ca.govjcssrouteslipmaint , asp?rectype=beginupdatedRegh

California Home

wenee Californiaf’

HHSOC Public Site: California Health & Human
HHSOC Intranet Services Agency Data Center o

Reguest Menu
End Update Heatlth and Human Services Data Center
Cust Service Syst - Route Slip Mai

Header
Harrative
Contacts

Forms

_ Enter Template Mame to Add: A
Print

Aty Select here to modity Raute Slip without a Tempiate
Route OF
Select template to be used or moddified

Bain Menu Delete | Ed'rtl Uze |authnrizer

Help

Available Templates

Tools
Logoff

HOTE: Data converted
from ¥M only includes
Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on
the Main Menu. Test
POSOAL ON: SAREANG 3:23:00 P

Back to Top of Page

AR L PR : ~ L ~ A FERS L% L) hd
4| | »

[&] pone ’_’_E & Internet 4
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You now have a few options:
A. Add an Approver (not a mandatory role)
B. Delete a route
C. Route the request

For the purposes of this document, we are selecting Route to route the request.

Customer Service System - Route Slip Maintenance - HHSDC Internet Explorer o IEI ﬂ

File Edit Wew Favorites Tools Help ﬁ
dBack ~ = - QD &} | @search GalFavortes @Meda (% | BN+ S ol - &

Address I@j https:/fcssweb hhsde.ca.gov/essrauteslipmaint. asp?rectype=beginupdateReqio=55104

r/velcrne to C a l iforn i a“gg.{

E Sl fne California Health & Human

HHSDC Intranet Services Agency Data Center
Customer Service System - Route Slip Maintenance
Request Menu

End Update Health and Human Services Data Center
Customer Service System - Route Slip Maintenance

Header
Harrative
Contacts Route Slip Maintenance for Request: 55104
Forms
Print HserCods I© Seq Fole [Turnaround Day's msert Level?
Histo Add
Hstony ﬂ ves © Nao O
Route
Main Menu
Help H=erCode I0 Seq Role T Due Dste Drate Sent ction
dpuddy 1 |cuscoorn 2 |6M3r2003 Change |
Tools
grostanz 2 ALTH 2 Delete | Change |
Logoff
Updste Exit Route
HOTE: Data converted

from ¥M only includes
Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on

the Main Menu. Test
Posed Ot SAAN 3.23:00 PH

Back to Tap of Pace

B R Fhmde ek elide e e M oame s Famsde e mmome i am diAam o ek I lme Fieiae LT hd
| | »

[&] pone l_ ’_E @ Internet Y
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This screen will allow you to do several things including routing the request to the next person. In this
case, that person is the Authorizer.

When completed with the narrative and options, click Next to proceed in the system.

Customer Service System - Route Action Menu - HHSDC Internet Explorer

File Edit View Favorites Tools Help

ESBack v = - @ ]t | @Search (3] Favarites @Med\a ®|%v S o - &

Address Iﬂj https:ffcssweb, hhsde, ca,gov/cssrouterequest, asp

California Home

e Californiadd &

- pictures of grapes, San Francisco cable car, electronic
organizer, city skyline, the Hollywood sign and cypress tr

HHSOC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Customer Service System - Route Action Menu

Request Menu

End Update Health and Human Services Data Center

C Service - Route Acti

Header

L Reqguest Mumber: 55104 Request Status: INPROC

Contacts Request Tile: Seinfeld Web Enablement

Forms

Print Currentisotive Assigrnment:

) Fersan ID[seq Rale [Turnaraund Davs [Due Date [Date Sert[action
History
dpuddy [1 [ CUsCoORD[2 [#132003] [

Route
Main Menu [ECERES, =
e — Please spprove the request and it swill automatically route to the Service Request Coordinator
Help st HHSDC.

Thanks George!
Tools j
Logoff " Change Due Date from: 61342003 to I
NOTE: Data converted % Route to Next Person
from ¥M only includes 7 Add Mew Person |d to Route Slip
Request Humbers 1 thru
54899 at this time. " History of Route Slip
e |

Bug Report status

updates can be viewed
by clicking on the link on
the Main Menu. Test
FOs0aY O: 5B 3. 25:00 P

Back to Top of Pade

T o SN [ T QAP Iy | PR AR Y P hd
| | »

] [[ 5 @ menet 4
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This screen tells you that the request has been routed to the Authorizer. You have now completed your
task.

Customer Service System - Route Action Menu - HHSDC Internet Explorer

File Edit \“iew Favorites Taools Help

daBack + = - D 3 | Qisearch [GFavorites  hMedia £ | - S - 2

Address Iﬁj hktps:ficssweb. hhsd govfossroukerequest, asp?Reqhl

California Home

Welcmetil Ca'lif()‘r‘r'-i'a"I & .

HHSDC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Request Menu
End Update Request has been routed to mhazel@hhsde .ca.goy
Click here to continue
Header
Harrative

Contacts

Forms

Main Menu
Help

Tools
Logoff

HOTE: Data converted
from YM only includes
Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on

the Main Menu. Test
Posrad Orr: SN 3:23:00 Pl

E
| | »

[&] bone [ & [ mnternet 4

53 of 78

C:\TEMP\CSS Web Users Manual.doc



Approver

Approver is an optional role, used at the discretion of the Customer Coordinator. This role is used
primarily for Departmental Supervisor approval of project resources and needs.

When the Approver approves the request, and the Authorizer is already on the Route Slip, then the
request will be automatically routed to the Authorizer. If the Authorizer is not on the Route Slip, or the
Approver rejects the request, the request is routed to the Customer Coordinator.

Authorizer

The Authorizer is responsible for approving the request. It is automatically routed to the Service
Request Coordinator.

The Authorizer has the final authority over whether or not to go forward with a service request that

HHSDC will process. This is the person with “spending authority’ for expenditures within the customer
department.

When the Authorizer approves the request and it is automatically routed to the Service Request
Coordinator, the system indicates that the request is PENDSERV.

Note: The service request must go through the Authorizer before it comes to the Service Request
Coordinator. Please do not confuse this role with the Approver role.

The below is an example of a message that the Authorizer would receive to authorize a request:

™ CssWeb Request No.55104-Seinfeld Web Enablement - Messa 10 x|

: File Edit Wew Insert Format Tools  Actions  Help Type a question for help -
Eﬁégeply|@Replytonl_l|$§Forﬂard §| L4 ||:"'_,‘ b |A - ¥ vﬁ|@
d -] A ale 7 u =

|ﬂ Extra line breaks in this message were removed. To restore, click here.

From: mhazel@hhsdc,ca, gov Sent: Thu 6/19)2003 2:02 PM
Ta: mhazel@hhsdc.ca.gov

o

Subject:  CssWeb Request Mo,55104-5einfeld Web Enablement

I hawve completed wmy work with this reguest, and am routing it to you for d
yvour asuthorization.

George,
Flease approve the request and it will sutomatically route to the 3ervice
Request Coordinator at HH3DC. Thanks George!

Approval of this regquest indicates the following:

Certification for Procurement per S4M Section 4519.41 is not reguired, for
the following reason: Procurements for less than $10,000

Tou may enter your action and comrents by "oclicking™ on the TRL on the next
line.

https://ecssweb.bhade. oa. gov/cssrequestview. asp ?RegNo=55104

Tou will ke prowpted to enter your CssWeb Logon ID and password.
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When the Authorizer receives an email requesting authorization for a request, follow these instructions.

o Click on the link embedded in the email to access the request. The system will ask you to log in
with your user ID and password.

e The below screen will open giving you several options

; Customer Request System - Request Yiew - HHSDC Internet Explorer - | [m] 5‘
File Edit Vew Favortes Tools Help ﬁ

daBack + = - @ 4 | @search [GFavorites @imeda 4 ‘ B-Sw-3EH &
Address Ife;'] https:i/cssweb, hhsde, ca, govicssrequestview, asp?Regho=55104 j @Go | Links |
Request Mo

55104 Seinfeld Web Enablement

Health and Human Services Data Center  6/15/2003
Service Request

Request Title Seinfeld Web Enablement Mumber: 55104

Requestor Mame: Dderty Seinfeld Status: INPROC

Req Phone Mo: (916) 555-4444 E=t NI Billing Status:

Customer Org DUT DEPARTMENT OF USER TESTING

Account: ET

LT $10,000

Search Eeywords Semfeld Web project

Req. Avail Dt £/472004

Budget Amount: £10,000.00

Seurce of Funds: SPECIAL

Customer PO(s):

Cust. Beq No:

¥ Service Data ¥+*

Service Project Number: Est Awvailability Date

Est Amount: £0.00 Act Amount £0.00

Reason For Priority:

Justify why this service request has special priority i this feld

Request o, 55104 - Seinfeld Web Enablement - Marrative

Request Mumber: 55104
Contact Role Name Phone Email L

Request Origmator  Seinfeld, Morty (316} 555-4444 mhazeli@hhsde ca gov
Cust. Request Coord. Puddy, Dawid (%16} 555-4444 mhazel@hhsdc ca gov
Alt Reguest Coord.

Primary Contact Benis, Elane  (816) 555-4444 mhazel@hhsde.ca gov
Alternate Contact Seinfeld, Jerry  (916) 555-4444 mhazel@hhsde ca gov

Serv. Request Coord

Vo>

Reguest Header Approve/Disapprove ] Reguest Menu

-

The Service Request Coordinator then routes to the appropriate Service Manager and the system
changes the request from PENDSERYV to OPEN.
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Click Next to route the request...
e |If you click Approve, the request is routed to the Service Coordinator which by default is
SRUPDATE (HHSDC) for processing.
e If you click Disapprove, the request is routed back to the Customer Coordinator for
modifications or canceling.

Customer Service System - Route Action Menu - HHSDC Internet Explorer = IEI ﬂ

File Edit ‘ew Favorites Tools Help ﬁ

¢Back ~ = - (@D it | @search GaFavortes @veda OB | B S &

California Home

j.velcrnetﬂ California A a

HHSDC Public Site California Health & Human

HHSDC Intranet Services Agency Data Center

Customer Se

Request Menu
Header Health and Human Services Data Center
) C Service Sy - Route Acti
Harrative
Contact:
Lomacis Request Mumber: 55104 Request Status: INPROGC
Print Fequest Title: Seinteld Wb Enablemert
History
Route Current/Active Assignment:
Perzon IO |Saq |Ro|a |Turnaround Days |Due Dt |Date Sert |Action
. grostanz|2 [ AUTH[2 [r21 2003 [
Hel,
= ¥ BPPROVED (T DISAPPROVED
Tools Type in any special instruction, resson the request was approved or disapproved in this ;I
Logoff field. Y'ou may alzo change the date, add ancther person to the routing slip or viewe the
history of th route slip from this screen.
HOTE: Data converted
from ¥M only includes LI

Request Humbers 1 thru
54899 at this time. " Change Due Date from: 612172003 to I

Bug Report status ™ Add hew Person Id to Route Slip I
updates can be viewed ™ History of Route Slip

by clicking on the link on
the Main Menu. Test Mext= |

OGO ONF: SBGEN 3 23:00 PU.

G

Back to Tap of Page

5

[&] Dore ERE 4
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The below screen will open showing you that the request has been routed to SRUPDATE.

j Customer Service System - Route Action Menu - HHSDC Internet Explorer

Fle Edt Mew Favorites Tools  Help

wBack v @ - (@D [0 @] Bsearch GFovores @ved (3 |- Sl 2 H &

Address [&] httpsijjessweb.hhsde ca govicssrauterequest asprReqio=55104

California Home
-

Welcme to Califo rnia““‘:

HHSDC Public Site California Health & Human

HHSDC Intranet Services Agency Data Center

Customer Service System - Route As
Request Menu
Header Request has heen routed to srupdate@hhsdc.ca.gov
— Click here to confinue
Harrative

Contacts

Main Menu
Help

Tools

Logofr

HOTE: Data canverted
from VM only includes

Request Humbers 1 thru
54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on
the Main Menu. Test
Poscd Gn: SH03 3:2300 P4

=] @eo |inks >

[&) Done

[

(S [ tnternet

sl
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Service Coordinator

The “service side” Service Coordinator determines the necessary division that will be responsible for
providing the service for the customer and creates the appropriate route slip entries.

This role has the responsibility of either entering the estimated availability date of service, or delegating
this responsibility to the project leader or project assistant.

When the Service Coordinator routes the request to the Service Manager, the system indicates that
the request is “OPEN”.

Service Manager

The “service side” Service Manager is the person ultimately responsible for the delivery of the service
and who assigns the Project Leader. Each HHSDC division has at least one person assigned to this
role. You can find out who has permission to perform this role by contacting the Service Request
Coordinator.

When the Service Manager routes the request to the Project Leader, the system indicates that the
request is “OPEN".

Below is an example of a message the Service Manager would receive:

I have completed my work with this request, and am routing it to you for your
action.

test
Please complete your action by 6/17/2003

You may enter your action and comments by "clicking" on the URL on the next
line.

https://cssweb.hhsdc.ca.gov/cssrequestview.asp?RegNo=55134

You will be prompted to enter your CssWeb Logon ID and password.
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Project Leader

The Project Leader is an HHSDC role that is responsible for the delivery of the service. You can find
out who has permission to perform this role by contacting the Service Manager.

While the Project Leader has the request, the system may indicate that the request is OPEN, or on
HOLD.

Below is an example of a message the Project Leader would receive:

I have completed my work with this request, and am routing it to you for your
action.

test
Please complete your action by 6/17/2003

You may enter your action and comments by "clicking" on the URL on the next
line.

https://cssweb.hhsdc.ca.gov/cssrequestview.asp?RegqNo=55134

You will be prompted to enter your CssWeb Logon ID and password.

Alternate Contact Role

In order to submit a service request that allows a certain user id to be emailed any time a change is
made to a particular service request, an alternate contact will need to be placed in the service request
contacts screen.

The roles that have the ability to insert an alternate contact are the CSS originator and the Customer
Coordinator. All of the other roles are not able to insert an alternate contact.
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Project Assistant

The Project Assistant is an HHSDC role with responsibility of assisting the Project Leader. You can
find out who has the permission to perform this role by contacting the Service Manager.

Infoonly Role

The Infoonly Role is a role that is generated when routing a service request. This role is sent
information about the service request for information only. This role does not need to perform an action.

In order to insert an infoonly role when you are routing, follow the steps below.

a Customer Service System - Route Slip Maintenance - HHSDC Internet Explorer -8 ﬁ

J File Edit View Favorites Took Help
J {Qback v = - @ ﬁ | @Search @Favor\tes @History |%v @ v

JAddress I@ httpeffcssweb hhsde,ca, govi 8082 cssrauteslipmaint asp j @Go HL\nks

e |

Al e i California Health & Human -
HHSDC Intranet Services Agency Data Center
Customer Service System - Route Slip Maintenance

Request Menu

End Update Health and Human Services Data Center

Customer Service System - Route Slip Maintenance

Header

Harrative

Contacts Raute Slip Mairtenance for Request, 55188

Forms

Print IserCode ID Feq Role Turnaround Days Insert Level?

i A
fston Iy IE_ Infarmation Only j l_ veg O 0 =
Route

Main Menu
Request Menu UserCadelD  Seq Rale TD DueDate DateSert  Action
Help. ehenis 1 |CUSCOORD |2 LG2004 Change |
Tools geostanz |2 |AUTH 2 SOAR004 | BPPROVED
T SRUPDATE (3 |SRVCOORD |2 SR04 change |
Test database version nferguso 4 |SERWMGR 2 51262004
G ERAEEAT] nferguso |5 |PROJLDR |5 |8//2004 Change |
Cesltieh version 0.60.1 nergso |6 |PROJSST |5 Delete | Change |
Updet | ﬂ Rode

El
] one [ [ | memet
dstart| | ] € @3 | @) Bl | B | Bine. [Bust.. [uic. | B, | [ GONBSBGE e
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Once you click the add button, the screen will look like this:

/4 Customer Service System - Route Slip Maintenance - HHSDC Internet Explorer -8 ﬂ

J File Edt Wew Favortes Took Help ﬁ
J {QBack v+ = - @ ﬁ | @Search @Favorites @H\story ||%- @ v

Jnddress@http:jjcssweb‘hhsdc.ca‘gov:BDBZJ‘cssmuteinprnamt.asp j 6)60 “Links
I 4
HASDC Publc Ste California Health & Human |

HHSDC Intranet Services Agency Data Center @ woea
Customer Service System - Route Slip Maintenance
Request Menu
End Update Health and Human Services Data Center
Customer Service System - Route Slip Maintenance
Header
Harrative
Contacts Route Slip Mairtenance for Reguest: 55188
Forms
Print IserCade D Sy Role Turnaround Days Insert Level?
Hista Add
ey j Yes O o O
Route
Main Menu
Request Menu UserCode D Feq Role TD DueDate DateSent  lAction
Help ehenis 1 |CUSCOORD (2 SI2Bi2004 Change |
Tools goostanz |2 [AUTH 2 58004 |APRROVED
Logoff SRUPDATE (3 [SRVCOCRD 2 S804 change |
Test database version nferguso 4 |SERWMGR 2 512812004
G (BT nferguso |5 |PROJLDR 5 |84:004 Change |
Cashen version 0.60.1 dpuly 6 |WFOOMLY D Delete | Change
nferguso 6 |PROJASST 5 Delete | Change
Upite | Ext Rue =

||
|@ Done | | |' Internet
Hstart| | 1] & & @ ?|| | Elos | B | Bk || cus... [ui.. | .. GONZOROO uaa

Now, you are able to route like you normally would.
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Customer-Side Organization Role Administrator

The customer-side Organization Role Administrator can provide security or permission clearance for the
Customer Coordinator roles. This role can be on both the “customer side” and the “service side.” You
can find out who has permission to perform this role by contacting Customer Services.

The below screen will open when logging in as a customer Organization Role Administrator.

3 Customer Service System - Main Menu - HHSDC Internet Explorer

File Edit Wiew Fawvortes Tools  Help

“=Back v = - @ ﬁ| @Search [l Favorites @Media €3| %v =N B &

Address I@;l https:ifcssweb.hhsde.ca.govicssmain. asp

California Home

weneo Californiafy s

HHSOC Public Site California Health & Human

HHSDC Intranet Services Agency Data Center

Main Menu Customer Service System - Main Menu

Help Health and Human Services Data Center
Tools Customer Service System - Main Menu
Logoff

HOTE: Data converted Customer Request

from ¥M only includes Oroanization Fole Administration
Request Humbers 1 thru Bug Reports and statuz repart

54899 at this time.

Bug Report status
updates can be viewed
by clicking on the link on
the Main Menu. Test
FOSOIC OrT: SARANI 3 23:00 U

Back to Top of Page

® 2000 State of Califonia. Gray Davis, Governor. Conditions of Use Privacy Policy
L E
l I _>|_I
|@ ré_ & Internst 4
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You will be able to modify the accounts for your department by clicking on the Organization Role
Administration link. The below screen will open.

ernet Explorer

File Edit “ew Favorites Tools Help

P Back ~ = - @ 7t | @Search [ Favarites @Media @ | %- S - J,%

Address I@:l https:Jjcssweb, hhsde.ca, govilogonfcssroleadminmenu, asp

California Home

wemen Californias ‘i“‘*

HHSOC Public Site California Health & Human
HHSDC Intranet Services Agency Data Center

Main Menu CSS Web - Org

Help User Account Database

Tools

Humber of users logged on: 3

Logoff

HOTE: Data converted Click here ta add & new user accourt

from ¥M only i

Request Humbers 1 thru Mame User IO Orglcr Last System Login Expiration

§4899 at this time. Delete Edt| [Beris, Elaine eberis bUT 541742003 1-44:00 P 120314000

Bug Report status Drelete Edit| |Costanza, George oostanz ouT 6,/9/2003 1:14:00 P 12031 /4000

updates can be viewed =

by clicking on the link on Delete Edlit| |Hazel, Maryann mhazelt ouT 61572003 8:40:00 Ak 12731 /4000

the Main Menu. Test Ny .

Posrad O SRR 32300 P Delete Ediit| |Kramer, Cosmo ckramer ouT E/9/2003 1:14:00 P 12031 /4000
Delete Eciit | |Puddy, David cpucidy ouT 61772003 1:46:00 PM 12431/4000
Delete Ecit| |Seinfeld, Jerry seinfel ouUT 69,2003 1:13:00 PM 1231 /4000
Delete Ecit| |Seinfeld, Marty mzeinfel ouUT 16,2003 3:45:00 PM 1231 /4000

Click here to add & new user account

Mote: Names in Bold have admin rights

Back to Top of Pange

@ 2000 State of California. Gray Davis, Govemor. Conditions of Use Privacy Policy

- g
4 | »

@ [ (Bl
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To modify an account, click on Edit and the below screen will open.

55 Web - Organi tration Page - HHSDC Internet Explorer

File Edit Miew Favorites Tools Help

smBack v = - @ a4 | @Search (3] Favorites @Madia Qg | %v S M- 2

Address I@j https:ffcssweb, hhsde, ca,gov/logonfcssroleadminmeny . asp?

California Home
-]
X

weneo Californiafd’

HHSDC Public Site California Health & Human

HHSDC Intranet Services Agency Data Center

Main Menu
Help User Update
Tools
Humber of users logged on: 3

Logoff
HOTE: Data converted User Code: ebenis
from ¥M only includes LUser Name: - -
Request Humbers 1 thru {Last First) IBEWS , |E|alﬂ9 Rejuire
54899 at this time.

Pazsword: I"‘”"’"""“"‘ Required
Bug Report status .
updates can be viewed Email: |eben|s@dut.ca o Required
by clicking on the link on Expiration Date: 1275 4000
the Main Menu, Test xpiration Date: (mm/ddibyyyy) Blank or 120314000 for Newver Expires
POSTAT OfF: SRR 3:23.00 P4 Organization: DUT

Wyark Unit: ISeH Help
Position: IThE girl

Work Phonc: [916) 5554444 Ext. |
Fax [i16) 4445555 g

atss | Bt |
caltet: | Ext: |

Pager: I Pager Instructions (YMIC)
=]
=

Upclate |

Additional Info:

Alowed roles: W Cust. Request Coord.

Bisck to Top of Page

@ 2000 State of Califoria. Gray Davis, Govemar. Conditions of Use Privacy P alicy =
| »]

@ ([ B@nee

Click the Update button to save your changes.
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To add a new user,
o Click the Click here to add a new user and the below screen will open.
e Fill in the required fields and click Add Account to save the new user ID.

5SS Web - Organization Role Administration Page - HHSDC Internet Explorer
File Edit Wiew Favorites Tools Help
Back -+ = - (D il | @hsearch (G Favorites  @Media (% | B-S o - 2
Address I@ https: ficssweb, hhsde, ca.gov/logon)cssraleadminmen, asp?
California Home
. . f
waeree Californias
HHSIC Publi Site California Health & Human |
HHSDC Intranet Services Agency Data Center o
Main Menu CSS Web - Organ
Help MyLogin Add User
Tools
Humber of users logged on: 3
Logoif
HOTE: Data converted User Mame: 5
from ¥M only includes (Last, First) I I Reguired
Request Humbers 1 thru ) !
54899 at this time. Usercart: | Recuired
Password I i
Bug Report status Reairedd
updates can be viewed Email: | Recuired
by clicking on the link on
the Main Menu. Test Expiration Date: | (mimsdfyyyy) Blank or 120314000 for Mever Expires
FOSOAT O: 5B 3. 25:00 P
Crganization: DUT
Work Unit: I
Position: I
Wiork Phone: I Ext: I
Fax: I Ext: I
4155 | Ext: |
Cabiet: | Ex: |
Pager: I Pager Instructions (WN#C)I
=l
Additional Infa:
=
Allowed roles: [~ Cust. Request Coard.
Add Account
Back to Top of Page
-
4« | _'I_I
[&] pore l_ l_ ’—é_ [@® Internet 4
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Forms in CSS

Forms in CSS are dynamic. The forms will change with additional text fields depending on the options
you select and may not necessarily be included in this document. If you have questions regarding the

forms, you may contact Customer Services.
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SNA Equipment/Communication Changes

File Edit Wiew Favorites Tools Help

daBack + = - ) #at | @isearch [GFavorites Media (% | S = 2
Address I@'I httpffcssweb,hhsdc,ca,govi 8082 cesformsnacamm, asp?FrmType='Web&Reqho=551 7&&nextprog= j PGU ‘L\nks =

CUSTOMER REQUEST SYSTEM s
SHA/Communications Form

Fequest Mumber: 55178 - Calstars access through Teale

Fouipment: Please check all that apply:
Acouire Equipment M Mave Ecuipment [T Terminate Ecuipment a

Diata Circuit
Mo Change to Circut ™ Terminate existing Circuit [ Relocate Existing Circuit r
Upigrade Existing Circuit [T Install Nevw Ciruit T

ISHA Equipment or Communications

EQUIPMENT TO ACQUIRE (Lesse or Purchase)

Descrigtion, Festures
it euiE BRIy (Use MRA Line# it available)

[ | |
[ | |
[ | |

= STEM ENVIRONMENT

150 O RE © ExcoM © wmicms © cics ©
Specity CICS Regions (if CICS is marked)

Cther I

baTapase ©
Specify Database Monitors:

SERYICE SITE TO
CircUit Mumber |

[Existing Ling ID |

Existing Controller Model #l

Controller Serial # |

iController System ID |

(Otfice

Address

In Building Location

City
Zip
St Contact I Phone |
aternste Site Cortact Phane |

Exit without saving Save and exit | Delete |
|@ Cone ’_'_’_" Inkernet

a L
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If you chose to Relocate or Terminate equipment, fill in the appropriate information in the Equipment
To Move or Equipment to Terminate area.

J =100
Fle Edt Yew Favortes Iook Heb |
Ggack ~ = - @ [@) & | Doearch GuFavortes @veda B | B- S = -EHEH &

Addvess [@] huep:fessweb. hhsde. ca.gov 8082 cssformsnacomm. aspPFrmType=iebeRegHo=551 7a8nextprog= =| @60 ‘Links ”|
lsHA Equipment or Communications -]
EQUPMENT TO MOVE
adel Number Description Serial No. J
[ [ [

[ [ I
[ I I
[SERVICE SITE FROM
Circut Number 1 =
[&] pone T @wmene 4

Additional instructions:

1. Communication Permissions: This field is not required if you are terminating equipment,
however if you are moving/relocating, installing or upgrading equipment, you must select one of
the buttons.

a. If you select Permission NOT granted to the telephone company, an additional area will
open at the bottom of the form. The building owner will take responsibility to extend the
in-building data circuit cabling. The owner of the building is responsible to maintain and
support the extended in-building data circuit cabling.

b. If the site will have a different area code, fill in the appropriate text box.

c. Answer whether the new building is currently under construction. If yes, enter the
estimated date that power will be supplied to the Telco closet.

2. If you chose Upgrade Existing Circuit, fill in the requested line speed. All other fields should be
filled in as seen on the previous page.

3. If you chose Install New Circuit fill in the requested line speed. All other fields should be filled in
as seen on the previous page.
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Software Form

The software form is used by customers to request the procurement of software. Any questions
regarding this form may be answered by contacting Customer Services.

i
File Edit View Favorites Tools  Help
Back + = - (D 7 ‘ Dizearch [GFavorites @Meda H ‘ B-S - 2

Address I@ https:{/cssweb.hhsde. ca.gov/cssformSoftware. asp?ReqMo=550948nextprog=contacks j @Gn | Links

CUSTOMER REQUEST SYSTEM ;I
Software Form

SOFTWARE - Required for all software acquisitions

Sole Source Justification Attached = I LIMITED: OFFER DATE =

IFSR FACT SHEET ATTACHED (IF MO OTHER FSR IS APPLICABLE) = I

encior: | Wendor Cortact: I
Address: | Phane # I
ity | Fax #: I
State: | ZIP Code: I

FRODUCT # COST
FRODUCT IF 1 CEMTER: ICPU COST

| |
| |
| |
| | o
| |
| |
| |

THER: |
PROVIDE ATTACHMENTS FOR ADDITIONAL PRODLCTS)

SOLE SOURCE NARRATIVE OR ATTACHMENT:

E

=]
Cortinue to Mext I Exit weithout saving Save and exit I Delete I LI
|Ej Done ’_’_E # Internet 4
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Request Comments

The Request Comments form is used by customers to add additional information to a Service Request.

=101

a Customer Request System - Request Comments Form - HHSDC Internet Explorer
File Edit Wew Fawvorites Tools Help ﬁ

GBack + = - (D ﬁ| Qhsearch [GeFavorites GfMMedia &4 | S - 2

Address I&j https:/fcssweb.hhsdc.ca.govcssformComments. asp?Reqho=55094&nextprog=contacts j PGa | Links **
-

CUSTOMER REQUEST SYSTEM =
Request Comments

[~

Type information here...

|
[&] pone ’_ l_ E [ mternet v
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Network Design Form
This form is used by HHSDC Staff.

ustomer Request System - HWDC Network Design Form - HHSDC Internet Explorer = |EI|1|

File Edit Wiew Favorites Tools Help ﬁ
Bk - = - ) i | Qhsearch  [GFavorites  @Media (4 | Ev-S o - &

Address I@ https:/jcssweb.hhsde.ca.gov/cssfarmHWDCNetworkDesign. asp?Reqio=55094 j @6 | Links **
-

CUSTOMER REQUEST SYSTEM
Hetwork Design Form

HANDC NETWORK DESIGH FORM

Select one: " New Router Change Router

Address: || Room #: I
City: I Fip I
Contact: I Phone: I
Contact: I Phone: I

Site Description: I

Fouter: Model I— # of IP Addreszes needed: I—
# of Serial Ports: I— # Token Ring Ports: I—
# of Ethernet Ports: I— # of Async Ports: I—
# of BRI Ports: [ #ctPRiPats 1
#ofFestEthernet Port: | #of Other: ]

Router PortL AN information

SERIAL

Speed. (55 KB (a2 rO‘ther(Specify)l Requested CIR I

Port Assignments: (DS or CHTL - Include YTAM ID if available)

so | s1 |
s2 | sz |
Contraller Interface Type: Cwas T Rsam

ETHERMET

Existing IP &Address: I
Cust. Provided IP Addr: I

# of IP Addresses Neededl |
[&] Dane ’_ ’_ E # Internet 4

This form is continued on the next page.
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ustomer Request System - HWDC Network Design Form - HHSDC Internet Explorer

File Edit Wiew Fawvorites Tools  Help

=10l x|

GaBack ~ = - @) 7t | @search GaFavaites Preda 3| B S o - H &

Address I&j https: ffcssweb. hhsde.ca. gov/cssformHWDCNetworkDesign. asp?Reqio=55094

= Peo |Links =

ETHERMET

Existing IP &cddress:
Cust. Provided [P Acdr:
# of IP Addresses Meeded

Media Type

7 UTPA DBaseT 7 Thicki 0Bazes © ThindOBsze2 Otherl

Ethernet Protocol
(R (e Menaem TPy Novel
nternaingt & | Externalliet # |

I Encapsulation: [~ shap I arps, T sep [ HoLe T WGWELL -ETHER

™ other Protacol |
AN #

(Connecting to Ethernet Port:
C Hub € switch © Gateway ¢ Bridge ¢ Ethernet Controller

=l

TOKEM RING

Existing IP Address: I

Ring Spes: Came T 1eMB  Early Token Release
Token Ring Protocol € 1P Tepap € 1P hovell

Desired APPLICATIONSREGIONS to access:

ApplicationsMHost P Address LAM  or AR
]
O O
E
foomments:
]
=
Cortinue to Mext Exit swithout saving Save and exit | Drelete | =
[&] Dore ’_ l_ ’—é_ # Internet 4
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Client Network Specification Work Sheet

This form is used by DOF-CALSTARS only.

A Customer Request System - Client Network Specification Worksheet Form - HHSDC Internet Explore

File Edit ‘iew Favaorites Tools  Help

$Back ~ = - &) ) | @hSearch (G Favorites GMedia £H | Ev-S - 5

Address Iﬂj https: ffcssweb. hhsde. ca . gov)cssformcClientMebworkSpec, asprReqhlo=55094&nextprog=contacts

CUSTOMER REQUEST SYSTEM
Client Hetwork Specification WorkSheet

STEPHEN P. TEALE DATA CENTER

CLIENT HETWORK SPECIFICATION WORKSHEET
Hardware/Software Installs

Agency Code: I:-IINDC Date:  [6511/2003 Teale Cliert Rep: I

Submitter's Mame IMDr‘[\; Seinfeld PHOME: |(91 B) 555-4444 x

8, Action Typel

Mewr Service [

Netwark (0|

Existing Service: Reconfigure  Relocate ¢ Upgrade { Disconnect ¢ Other ¢ Gther Desc: I

B hetwark Informa‘fion:l

Control Unit % endor: I Model Type: I

Line Type: plaL © MULT © mux € DED € Other {7 Cther Desc:l
Line Speed: 2.4 {45 ¢ 95 7 144 ¢ 192 € 560 Cther € Cther Desc:l

Protocal: asyne © Bisyne € ShA € BSCRIE ¢ SNARJE € other € Cther Desc|

. Installation Address:|

Cliert Site Address: I Floor: Fmiste: I
City: | Zip Code: I
Site Cortact: I Phone: I

L. Remarks:

Teale Use COnly
S RA Date Recieved Analyst

E. GEM Infarmation:
[ T e | .. L

|ﬂ:| Du:unn.e

l_ l_ ré_ | Internet

KN

This form is continued on the next page.
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3 Customer Request System - Client Metwork Specification Worksheet Form - HHSDC Internet Explorer

X
File Edit ‘“ew Faworites  Tools  Help
=Back - = - (3 ot | i@ search  [GeFavorites  GfMedia A | B-S - 5
Address I@ https: /fcssweb,hhsdc.ca,govfcssformClientMetworkSpec, aspfReqio=55094&nextprog=contacts j ?GD ‘ Links *
O Hemarks. :I
=]
=
Teale Use Only
E] Date Recieved | Analyst |
E. GEM Infarmation:
‘Requesﬁed GEN Date: || | |Netwu:|rk ICx || ‘
Acti CICE hocdel Lu Rtk _—
Cnllzﬂnen LS Termid TSp: ADDR SESL;iDn Application(s)
[ | | | | | |
I [ | | [ | |
I | | | | | |
I | | | | | |
I [ [ [ [ [ [
I | | | | | |
I | | | | | |
I | | | | | |
I | | | | | |
I | | | | | |
I | | | | | |
I | | | | | |
Action codes
AA-Add Application CM-Change Model Type  DR-Delete R.JE
AC-Adddd Cluster Da-Delete Application ML-Meswy Line
AD-Add Device DiC-Delete Cluster RC-Reconfigure Cluster
AR-Add RJE DD-Delete Device OT-Cher
Applications
CICS1 MATCICS TRAMS(DOT) DPS(print application)
CICS2 PRAISHION SCOPRODISC0) RSCS(WM printing access)
CICE3 CICEE(DMY) SCOTRMG(ZCD) OV MMCprofs printer access only)
CICS4 SCOPE AFPIPSFiprint application)
CICST TDCCICS ESFiprint application)
PERSCS(PST printing access)
Continue to Mext Exit without saving Save and exit | Delete | =
[&] Dore l_ l_ ré_ | Internet Yy
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Equipment Purchase Summary

a Customer Request System - Equipment Purchase Summary Form - HHSDC Internet Explorer - ||:||5|

File Edit \iew Favorites Tools Help ﬁ
PBack ~ = - @ 7 | @Search [l Favorites @Media ®| %v S - &
Address I@ https:}/cssweb. hhsdc.ca. govfcssFormEquipPurSurmry ., asp?Reqio=55094&nextprog=contacts j @Go | Links **

CUSTOMER REQUEST SYSTEM d
Equipment Purchase Summary Form

EQUIPMENT PURCHASE SUMMARY:

Pk |
QT Description Moceld Catalogi g;; Et;t;l
I o | | [ 3000 | $0.00
| of | | | $0.00 | $0.00
I o | | [ 3000 | $0.00
| of | | | $0.00 | $0.00
I o | | [ 3000 | $0.00
| 0| | | [ 30.00 | $0.00
I o | | [ 3000 | $0.00
| o | | | $0.00 | $0.00
Subtotal s[ som0
Tax [775 % §) $0.00

Install. Charges |0 % [$0.00 $| £0.00
Total Cost $| §0.00

Delivery Address:

Contact: I

Fhione: I
ACCT Code: I

Alternate Contact: I

Fhone: I
Continue to Mext I Exit without =aving | Save and exit | Delete |

N KN

[&) pane l_ l_ ré_ |4 Inkernet
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